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ABSTRACT 

The roles and responsibilities of the library systems 
officer continues to change as libraries move beyond the automation 
of library functions to offering resources in electronic formats and 
electronic access to information about collections beyond the walls 
of the home institution. This survey was designed to collect data and 
document some of the changes that have occurred in the organization 
of systems offices in Association of Research Libraries (aRL) . All 
119 rvRL member libraries were surveyed; 75 responded (63°c response 
rate). Results are compared to a similar 1990 survey. Titles for the 
heads of systems offices varied: in 1990, the most common were "Head 
Library Systems," "Head of Systems," and "Systems Librarian": in 
1994, they were "Head Library Systems" and "Systems Manager." There 
are 691 systems office employees in the responding 75 libraries, 
reflecting a 377. increase from 1990. There was a 205% increase in 
network specialists, 30V. increase in librarians, 'iVi increase in 
computer specialists, and a 46'i decrease in clerical help. The 
maintenance of the library management system is still the most common 
activity of systems offices. Only one activity, maintaining a 
mainframe computer, showed a decrease. Offices working on gopher. 
Mosaic, etc. showed over a 10007o increase; those working with CWIS 
(Campus Wide Information Service) a 773*/. increase, and patron access 
to remote databases (e.g., Carl UnCover) a 475% increase. Respondents 
raised a number of questions related to systems offices not covered 
by the survey, which fell into the categories of planning and 
budgets ; organization structure and interdepartmental relationships; 
trends in computing; and education and professional development. 
Following survey results, organization charts of 18 and position 
descriptions from 13 ARL libraries are provided. The survey 
instrument is included. Twenty-one organizational charts of 
universities in the United States and Canada are included. References 
are provided for seven selected readings. (MAS) 



ERLC 




s ^ s I I \1 S A \ I) I' K o e I I) I 




C 1 \ I I i-: 



Kit 211 



Library Systems Office Organization 
September 1995 




o 

ERIC 



A^S( H I \ l K)\ ()| Kl si \kc 1 I 1 m< \KI1 s 




U S OEPArrMENT OF EDUCATION 
OKK:e d Cduc«i.on«i Reaea'ch .nd improvemeoi 
H0UCAT.0NAL^R.^SOURCES^^ 

re^e.viS^focn ihe person or org.n.zat.on 
oriOinating il 
C Mmor changes h.ve t>o«n cn«de 10 .cnprove 
fep?oduct»on quality 

OER» position Of policy 



• PERMISSION TO REPRODUCE THIS 
MATERIAL HAS BEEN GRANTED BY 



C.A. Mandel 



0\ 1 K I Ol \1 \\ 



lO THE EDUCATIONAL HESOURCES 
INFORMATION CENTER <ERIC) ' 



BESTtJOPY 'AVAILABLE 




Flyer 211 



Introduction 

In the "early" days of library automation most, if not all, 
of the efforts of library systems offices were directed toward 
traditional library functions of cataloging, circulation, 
acquisitions, serials control, and the OPAC. These efforts 
included implementing and maintaining a locally developed 
or purchased library management system, and supporting 
equipment for use with a bibliographic utility such as OCLC 
or RLIN. Systems offices provided leadership as libraries 
changed automated systems— in some cases even two or 
three times. In the 1980s, systems offices began to assume 
additional responsibilities: installing and maintaining staff 
microcomputers and peripherals, and training library 
employees to use them. In library public services, the focus 
began to shift toward automated patron-centered services, 
beginning with the addition of locaUy mounted databases 
and CD-ROMs. This shift was followed by local area 
networks and networked CD-ROMs, most often installed 
through the efforts of library systems offices. 

But perhaps the most significant change was the use of 
the Internet in providing library services. The Internet Hunt 
gave end-users an opportunity to test their navigational 
skills on the Internet. Interest in these services exploded as 
the media examined the Infomation Superhighway and 
Web browsers. Libraries began to explore the provision of 
Internet access as more and more information resources 
became available and interest in them rose. As a result, 
libraries added staff or redirected their energies to work with 
these emerging electronic, patron-centered services. 
Survey Results 

This survey was distributed to all 119 ARL member 
libraries in November 1994. Seventy-five of the survey 
responses were used in this SPEC Kit for a 63% respoa-?e 
rate. *■ 

Titles and reporting. Tlie titles for the heads of systems 
offices in ARL libraries are varied although the majority 
included "systems" in the title. In 1990, the most common 
titles were Head Library Systems, Head of Systems and 
Systems Librarian. In 1994, the most common titles wore 
Head Library SysK^ms ,nul Sy.Mcm.s Manager. Although the 
title of the person to whom the head of svstems reported 
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varied, the majority of the responses fell into two categories 
In both 1990 and 1994 about half of the heads of systems 
offices reported to the Dean or the Director of Libraries 
whOe the other half reported to an Assistant or an Associate 
Dean or Director. Interestingly, two of the libraries reported 
1990^^'^^ Library Systems Ls a new position added since 

The most conunonly reported means of comm.unication 
from the systems office to the library faculty and staff is 
electronic maO, although the telephone might have ranked 
higher had it been included on the survey instrument. The 
least commonly used choice was the library newsletter. 

Nwnber of positions. There are 691 systems office 
employees in the 75 responding libraries, reflecting a 37% 
increase compared to 504 reported in 1990. Each of the 
seven staff categories surveyed showed an increase, with the 
exception of clerical staff wlucli showed a 46% decrease 
Most significant was tJie 205% increase in the number of 
network specialists. Tliere was a 30% increase in the number 
of librarians and a 33% increase in the number of computer 
specialists. Tlie use of shident assistants increased by 55%. 

The most common reason for staff additions was to 
address new technologies, excluding local area networks. 
The third most conunon reason for adding staff was to work 
with local area networks. Library or system-wide 
reorganization and the migration to a new automated 
system were also significant reasons for adding systems 
office staff. 

Although the number of staff in most libraries systems 
offices has increased through additional hiring or 
reorganization, the demand is not always satisfied. In some 
cases, technical support may be somewhat decentralized, 
with individual departments gaining a higher level, of 
expertise and assuming som.e level of responsibility for 
automated technologies within their department. A few 
libraries were interested in outsourcing trends for various 
systems fiinctions such as mainframe operations support, 
LAN management, microcomputer repairs, and applications 
programming. One library was interested in strategies for 
transferring computer center «taff to the systems office. 

Activities. Hie maintenance of the library mnnagemont 
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system is still the most common activity for systems offices. 
In 1994, 72 of the 75 libraries reported responsibility for this 
work; in 1990, only 70 of the 75 systems offices maintained a 
library management system. This activity, no doubt, will 
continue to be a major responsibility of libraries systems 
offices. OrUy one activity, maintaining a mainframe 
computer, showed a decrease; only 21 libraries reported this 
responsibility in 1994, down 28% from 29 libraries in 1990. 

Three activities, all reflecting the trend toward increased 
patron-centered activities, showed tremendous increases. 
The largest percentage increase was systems offices working 
on Gopher, Mosaic, etc. Fifty-seven libraries reported 
involvement in this area, compared with only five libraries in 
1990, an increase of more than 1000%. In a related activity, 
25 libraries were working with CWIS in 1994 while only three 
were doing so in 1990, a 733% increase. Patron access to 
remote databases (e.g., CARL UnCover, OCLC FirstSearch) 
showed a 475% increase with 46 systenis offices working in 
this area, up from eiglit in 1990. Locally mounted databases 
(up 218%) and networked CD-ROMs (up 118%) showed 
substantial increases as well. 

Unforttmately, questions pertaining to nucrocomputer 
repair, computer hard ware /software trainirig classes, and 
designing staff workstations were accidentally omitted from 
the survey instrument. However, a number of libraries 
reported their activity in these areas in the "other" category. 
Had microcomputer support been included in the survey, 
this responsibility probably would have experienced an 
increase since 1990. Several libraries reported that they are 
not able to devote the time needed to provide adequate 
microcomputer training. 

Relationships. Respondents raised a number of 
interesting questions related to systems offices that were not 
covered by this survey. For the most part these questions 
fell into the categories of planning and budgets; 
orgaiHzational structure and interdepartmental relationships; 
trends in computing; and education and professional 
development. The topics raise a number of interesting 
questions that warrant further exploration. 

Several sites mentioned an increasiiig need for tlie 
library systems office to have a role in the strategic and 
budgetary planning processes not only of the library, but 
also at the university level. There is a need to communicate 
information about the rapidly changing teclinologies in 
electronic information resources and the costs of providing 
this access. Tlie expanding number of networks, 
microcomputer workstations, and ser\'ers to perform job- 
related activities and to provide ser\'ice to patrons create 
additional costs. The cost of upj^raiiiig or replacing this 
equipment with its relatively short life-cycle adds to the 
capital budgetary requirement; however, few libraries are 
able to addro5S adequately the requirements for 



telecommunications, microcomputer hardware and software 
purchases and maintenance costs. 

The role of the library systems offices in relation to other 
library departments, campus computer centers, and other 
university departments is also important. The placement of 
the systems office within the organizational structure of the 
library has an impact on the projects in which the systems 
office is involved and the level of support provided. The 
level of support may vary from supporting only the 
mainframe to supporting every automated system within the 
library. For systems offices with a wide range of 
responsibilities, close coordination of tasks and 
responsibilities becomes very important. 

Interaction with the computing center is also vital on 
many campuses. Many libraries depend on the campus 
computing center department for the support of various 
information systems within the libraries. Accountability 
may become increasingly blurred if the library assumes 
responsibility for Internet /Web training or operates in a 
distributed computing envirorunent. The client-server 
environment will require that the systems office staff and 
individuals in other departments become skilled at 
diagnosing problems and find ready solutions. Service lines 
may also become clouded when academic departments 
acquire services such as document delivery or electronic 
bibliographic databases. 

Another area for further exploration is the educational 
backgrounds and professional experience of the staff of the 
systems office. Some libraries expressed interest in hiring 
computer professionals to supplement the technical expertise 
of the department. The amount of time spent working on a 
project or task as well as the qualifications of the person 
assigned to it is also of interest. One library was concerned 
with problems associated with overspecialization, and 
another was worried about the turnover rate in the systems 
office. 

Conclusion 

As an ever increasing number of library functions are 
automated and services become more dependent on 
electronic information resources, there is a corresponding 
need for involvement from tlie systems office. Systems 
offices find increased demand on their time due to tlae 
escalating amounts of equipment and the increasing 
complexity of hardware and software applications. Systems 
office staff ..Ql require continuing education courses and 
need to be active in professional associations in order to 
maintain their expertise in this rapidly changing, increasingly 
complex, environment. 

Tliis Kit and Flyer lucre compiled by Scott P. Muir, University 
of Alabama, and were prepared as part of the QMS 
Collaborative Re scar chJ Writing Program. 
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Systems and Procedures Exchange Center: 
Supporting Effective Library Management for 
Over Twenty Years 



This year marks the 25th anniversary of the establishment of the ARL Office of 
Management Services. Committed to assisting research and academic libraries in the 
continuous improvement of management systems, OMS has worked with its constituents since 
1970 to seek the best practices for meeting the needs of users. The OMS Information Services 
Program maintains an active publications program best known for its Systems -^.nd Procedures 
Exchange Center (SPEC) Kits. Through the OMS Collaborative Research/ Writing Program, 
librarians work with OMS staff in joint research and writing projects. Participants and staff 
work together in survey design, writing, and editing publications that provide valuable 
insights and management perspectives on emerging trends, issues, and concerns of the 
academic and research library community. Originally established as an information source for 
ARL member libraries, the SPEC program has grown to ser\'e the needs of the library 
community world-wide. 

What Are SPEC Kits and Flyers? 

Published ten times per year, SPEC Kits and Flyers contain the most valuable, up-to-date 
information on the latest issues of concern to libraries and librarians today. SPEC Kits and 
Flyers are the result of a program of surveys on a variety of topics related to current practice 
and management of library programs in the ARL membership. The SPEC Flyer is a two-page 
summary of the status of a current area of interest. It comments on the present situation, 
reports on the results of an ARL membership survey, and forecasts future trends. The SPEC 
Kit contains the SPEC Flyer and the best representative supporting documentation from the 
survey in the form of policy statements, handbooks, manuals, cost studies, user studies, 
procedure statements, planning materials, and issue summaries. A valuable feature of each 
SPEC Kit is its selected reading list containing the most current literature available on the topic 
for further study. 

Subscribe to SPEC Kits 

Subscribers tell us that the information contained in SPEC Kits and Flyers is valuable to a 
variety of users, both inside and outside the library. The SPEC Flyer is an inexpensive current 
awareness tool for keeping up-to-date on important library management topics. The 
documentation found in SPEC Kits is a good pomt of departure for research and problem 
solving. SPEC Kits and Flyers lend immediate authority to proposals and aid in setting 
standards for designing programs or writing procedure statements. SPEC Kits function as an 
important reference tool for library administrators, staff, students, and professionals in allied 
disciplines who may not have access to this kind of information. 

SPEC Kits and Flyers can be ordered directly from the ARL Office of Management Services 
or through your library vendor or subscription agent. For more information contact the ARL 
Publications Department at (202) 296-8656, or fax (202) 872-0884. Information on this and other 
OMS products and services can be found on the ARL Gopher (gopher://arl.cni.org) and World 
Wide Web (http://arl.cni.org). 

o 
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ASSOCIATION OF RESKARCH LIBRARIES 

Office of Management Services 



TO: SPEC Liaisons 

FROM: Laura A. Rounds, OMS Program Officer for Information Services 
Scott P. Muir, Systems Officer, University of Alabama 

DATE: November 15, 1994 

SUB}: SPEC Survey and Call for Documents on the Library Systems Office 

The role and responsibilities of the library systems officer continues to change as libraries move 
beyond the automation of library functions to offering resources in electronic formats and 
electronic access to information about collections beyond the walls of the home institution. 
This survey is designed to gather data and document some of the changes that have occurred 
in the organization of systems offices in ARL libraries. The year 1990 was selected as the 
comparison base as it marks the beginning of the Internet's exponential growth. The questions 
will help us examine the organization structure, staffing levels, and how or if systems offices 
have changed in recent years. 

We realize that some of these questions may be difficult to answer because of the variety of 
approaches taken to management of the library systems function. Your response to each item 
is important to us, however, so please respond as fully as you need to, using extra sheets or the 
back of the questionnaire to qualify or amplify your responses. 

Please return completed surveys and relevant materials by January 6, 1995 to Scott P. Muir, 
Systems Office, Main Library, The University of Alabama, Box 870266, Tuscaloosa, AL 35487- 
0266. If you have any questions about this survey, you may reach Scott by phone at (205) 348- 
2299 or via email at smuir@ualvm.ua.edu. 

Please note: 

Submitted documentation is subject to publication in the resulting SPEC Kit. We therefore ask 
that the cleanest possible copy be provided, and that any other qualifying information be 
written in pencil or, preferably, on an attached sticky note. 

In order that the person completing this survey may have all the necessary information, we ask 
that this cover sheet not be detached until the survey is ready to be returned to the conductor. 
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SPGC Survey - Systems Office Organization 



Library/Institution: Contact Person: 

Title: Telephone: Bitnct/Internct: 

1. What is the title of the head of systems office? 

1994 1990 

Most of the titles were unique. The number following some titles is the number of institutions 
reporting that title for the head of the systems office, unless otherwise marked the count is one. 

See page 4 for detailed breakdown. 



2. To whom does the systems office report? Please provide current library organizational chart. 



1994 1990 

Dean/Director of Libraries 35 31 

Asst. or Assoc. Dean /Director, AUL 36 38 

Director of Computer Center 0 0 

Head of Reference 0 0 

Other 3 3 



Other included: Director of Administration, National Librarian, and Director-Automated Service.^. 
Two libraries indicated the Head of Systems Office as a newly created position since 1990. 
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1994 



1990 



Adjoint au Director pour Ics Systemes Informatises 
Assistant Dean - 2 

Assistant Dean Library Information Systems 
Assistant Director 

Assistant Director for Library Automation 
Assistant Director for Library Computing Systems 
Assistant Director for Library Systems 
Assistant Director Automated Systems 
Assistant Director Librarian Systems 
Assistant Director Systems 
Asst. Univ. Libn. for Information Technology 
Asst. Univ. Libn. for Systems 
Asst. Univ. Libn. for Library Info. Technology 
Associate Director Information Technology 
Associate Director for Systems &c Planning 
Associate Librarian Systems 

Assoc. Univ. Libn. for Access Services and Systems 

Assoc. University Librarian Administrative Services 

Associate University Librarian 

Assoc. Univ. Libn. for Information and Research 

Assoc, Univ. Libn. for Technical Services 

Automated Systems Coordinator 

Department Head 

Director Library/Computing Services 
Director Information Systems and Technology 
Director of Information Technology 
Director of Library Systems 
Director of Systems 

Director General Information Technology Services 
Head ITS 

Head Library Automation and Technical Support 
i-lcad Library Computer Systems 
Head Library Instruction Systems and Technology 
Head Library Systems - 6 

Head Library Systems and Automation Department 

Head Library Systems Development 

Head Library Systems Office - 3 

Head Library Technology Services 

Head of Automated Services 

Head of Plant Management 

Head of Library Automation 

Head of Local Systems 

Head of Systems - 4 

Head Systems and Database Management 

Head Systems Department - 3 

Library Systems Director 

Library Systems Manager 

Library Systems/ Planning Officer 

Manager Infcu mation Systems 

Manager Library Automation 

Manager Library Systems Programming 

Programmer/ Analyst 

Systems Administrator 

Systems Department Chair 

Systems Librarian 

Systems Manager ~ 6 

Systems Officer 

Team Leader 
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Assistant Director for Systems and Administration Services 
Assistant Director for Automated Services 
Assistant Director 

Assistant Director for Library Systems 

Assistant Director of Library Systems 

Assist. Univ. Libn. for Administration 

Assist. Univ. Libn. for Automated Services 

Assist. Univ. Libn. for Systems and Technical Services 

Associate Director for Systems and Planning 

Associate Director Information Technology 

Associate Librarian Systems and Planning 

Associate Librarian Systems and Teclinical Prc)cessing 

Assoc. Univ. Libn. Administrative Services 

Assoc. Univ. Libn. for Academic Information Services 

Assoc. Univ. Libn. Systems Development 

Automated Systems Coordinator 

Conseiller aux Systemes informatises 

Coordinator 

Coordinator Library Technology SvcsXSr. Systems Analyst 

Department Head 

Director 

Director General Information Technology Ser\ices 

Director Library Computing Services 

Director Library Public Services 

Director of Library Systems - 2 

Director of Information Systems Development 

Head ITS 

Head Library Computer Systems 

Head Library Systems - 5 

Head Library Systems Development 

Head Library Systems Office - 3 

Head Library Technology and Systems 

Head of Local Systems 

Head of Plant Management 

Head of Systems - 6 

Head Systems 

Head Systems and Development 
Head Systems Department - 3 
Library SystemsV Planning Officer 
Library Systems Manager 
Manager Computing Services 
Manager Information Systems 
Manager Library Automation 
Programmer \Analyst 
Systems Librarian - 8 
Systems Manager 
Systems Officer 
Systems Planning Librarian 



3. List the number of Gmploycos in your Systems Office by classification for 1990 and 1994. 
Please provide job descriptions 'adhere available. 





1994 


1990 


Librarians 0 


16 


24 


1-2 


41 


41 


3:4 


14 


8 


5-7 


2 


0 


8-15 


2 


1 


16-23 


0 


1 


Total number employed in all libraries 


161 


123 


Computer Specialists 0 


9 


19 


1-2 


30 


32 


3-4 


21 


13 


5-9 


10 


8 


10-12 


3 


2 


13-36 


2 


1 


Total number employed in all libraries 


272 


203 


Network Specialists 0 


41 


62 


1-2 


28 


12 


3-4 


6 


1 


Total number employed in all libraries 


52 


17 


Support Staff 0 


43 


48 


1-2 


24 


19 


3-4 


3 


5 


5-9 


3 


2 


9-15 


2 


1 


Total number employed in all libraries 


88 


70 


Clerical 0 


59 


56 


1-2 


16 


18 


3-9 


0 


1 


Total number employed in all libraries 


15 


22 


FTE Student Assts 0 


30 


40 


1-2 


33 


31 


3-4 


10 


3 


5-9 


2 


1 


Total number employed in all libraries 


81 


52 


(Partial FTE counts were rounded up to the nearest 




Other 0 


66 


65 


1-2 


6 


8 


3-4 


2 


2 


5-9 


1 


0 


Total number employed in all libraries 


22 


17 



Other included: Programmers, Computer Operators, Administrative employees, Training Coordinator, 
Media Professional, Temporary Employees, Office Manager, Technical Support Staff. 
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4. Provide specific comments or explanations for any major changes in your Library's organizational 
structure that affected the systems office. 

Comments related to Question 4 have been assigned to broad categories. Comments may have 
applied to more than one category. 

20 Added staff to address nevv^ technologies, other than LANs 

19 Library or system-wide reorganization 

10 Added staff to address local area network technologies 

7 Migration to new automated system in process or recently completed 

4 Addition of trainingXinstruction to systems office responsibilities 

3 Systems Office or entire organization under evaluation 

3 Upgrade of the expertise levels of the staff 

3 Decentralization of systems office responsibilities 

2 Formation of a consortium 

2 Temporary re-assignments 

2 Locally mounted databases (non CD-ROM) added to system 

5. Which of the following activities are among the Systems Office's major responsibilities, currently 
and in 1990? Check all that apply. 





1994 


1990 


Library system: OPAC, Circulation, 






Acquisitions, Cataloging, etc. 


72 


70 


Maintaining mainframe 


21 


29 


Applications development 


45 


38 


Purchase of hardware/software 






directly from vendors 


65 


58 


OCLQ RLIN, WLH UTLAS 


51 


44 


LANs 


63 


22 


WANs 


30 


15 


Stand-alone CD-ROMs 


53 


42 


Networked CD-ROMs 


54 


17 


Locally-mounted databases 


48 


22 


Gopher, Mosaic, etc. 


57 


5 


CWIS 


25 


3 


Patron access to remote databases 






(e.g. CARL UnCover, FirstSearch) 


46 


8 



Microcomputer repair. Computer hardware/software training classes, and Designing staff 
workstations were were accidentally omitted from the original survey instrument. 

Other responsibilities include: 

Specific Applications: ARIEL; third party systems; serve as e-mail administrator; support office 
automation products: WordPerfect, Microsoft Word, Lotus, etc. 

Equipment: Microcomputer (and peripherals) purchase; configuration installation; maintenance; 
operate Unix Servers; terminals; tape library; RS6000- Internet servers; Linux PS Internet Servers; OS/2 PC 
remote CD sever; install network cabling. 

Locally designed systems: Automated ILL software; electronic reserves; image database development. 
Training: Staff technology instruction; consulting; microa)mputcr applications training; lab maintenance. 
Liaison : Serve as liaison at the local, regional, state and national levels. 
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6. How does the Systems Office communicate with other library departments? (Check all that apply). 

Average of the rankings 

4 Through formal contacts in each department 

2 Informal contacts 
1 Electronic mail 

5 Listservs 

6 Written communication/memos 

7 Library newsletter 

3 Inter-departmental meetings 
Other: 

locally created electronic help documents, WebXGopher server, training sessions, 
telephone, voice mail, organized meetings, and library committees. 

7. Are there other issues or comments not addressed by this survey? 

Comments have been assigned to broad categories, but may have applied to more than one. 
Planning & Budg ets 

Systems office role in Library and University strategic planning, the need for systems office to have a role in 
campus-wide planning; 

Capital budget trends for microcomputers: hardware, software, maintenance and support, telecommuni- 
cations, mainframe purchase and maintenance, increasing complexity of automated systems and budgets 
which do not keep pace. 

Organization Structure, Intprdepartmental Relationships 
Relationship of the Libraries Systems Office to campus computing center 
Systems Office placement within library organization 
Automated systems functions in other units in the libraries 

Reorganization of staffing (campus-wide) to directly support library automation projects 
Responsibilities of systems office in departmental projects involving automation technologies, need for 

increased tecbiical support at departmental or unit level 
Time spent by systems office staff on various responsibilities: LANs, OCLC or RLIN, CD-ROMs, 

microcomputers, terminals, training, WWW and gopher development and maintenance, customized 

programming, software installation 
Issue of decentralized support in a consortium 
Decentralized support within library for automated technologies 
TQM initiatives 

Turnover rates of systems office staff 
Trends in computing 

Outsourcing: mainframe operations, LAN management, microcomputer repairs, applications programming 
Increased volume of activity requiring systems office attention and support 
Increasing use of distributed computing 

Duplication of electronic information resources in academic departments outside the library 
Education &: Professional Developmen t 

Training impact and career changes for systems office due to changing technologies 

Experience and education backgrounds of systems office staffs 

Specialization of staffing in Systems Office, pros and cons 

Higher levels of computer literacy or competency of library staff needed 

Lack of time by systems office staff to provide trainiiig to library staff 

Computer professional working in libraries 

Professional association activities 

.1 b 
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Organization Charts 



Association or Rrsi- arci \ Librariks 
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Office of Management Sf:rvices 
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Un3>'ersity of California - Davis 




University of Colorado at Boulder 
libraries organization chart 



Vice Chanceuor for Academic affairs 
(Ekstrand) 



Dean ano Director of Libraries 
(James F, Williams, II) 



I — — T 

I CU Foundation {- 

u 

I _ _ _j 

j Friends of the Libraries |- 

I ™ _ J 

I — — T 

I Library Development Advisory Board j- 

I 1 

I T 

j Office of Contracts and Grants |_ 

I ^ J 



Associate Director for Administrative Services 
(McConkeyl 



Budget/Finance 



Mail/Supplies Room 



Personnel 



Public Information 

(Fink) 



Systems 

(Chcsbro) 



Co Services 



Security 
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Associate Director for Pubuc services 
(Anthes) 



Archives 

(Montgomery) 



Art/Architecture 

(Nolan) 



Business 

(Kr/smann) 



Circulation Services 

(Seaman) 



Collection Development 

(Sue Williams) 



Earth Sciences 
(Lars en) 



East Asiatic 

(SI) en) 



Engineering 



Government Publications 

(Byrno) 



Information Delivery Services 

(Foruj) 



Math/Physics 

(N. Cm (or) 



Music 

(Sun jpsel ■ A c (jnu) 



Central Reference 

_ (Arpi 



Science 



Special Collections 

(DcmJ 



Associate Director for Technical Service.! 

(Hil/) 
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Acqu= .tions 

(Rebuldola) 



Cataloging 

(Garrisor)) 



Preservation 

(Sara Willi an)s) 



Serials 

(Wallnco) 



UnCover (I 
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Laval University 
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NORTHWESTERN UNIVERSITY LIBRARY 
Adninistrative Structure 



Provost 



1 



: University Librt^ry 
j Conmittoe 



■J University Librarian 



I.. 



I Library 
1^ Development 



University Developcnont 



AUL for 
Collection 
Management 



AUL for 
Information 
Technology 



J 



— Bibliographers 



Africand 



Curr iculun 



AUL for 
General 
Services 



Library 
Management 
Systems 



AUL for 
Public 
Services 



Networ-k Systems 
and Support 



Music Library 



User Support 
1 Servic 



port 
es ! 



Listening 
Center 



Preservat ion 



Consorvat ion 
Laboratory 



Material j 
Processing I 



Preservation i 
Assessment and i 
Replacement ' 



0 



Special Collect ion-» 



Art Col If^ct ion 



Transpcrt.it ion 
L ibrary 



University Archive^ 



Faci I i ty 
ManagaiKjnt 



Photocopy 
Services 



Security and 

Entrance/ 
Exit Control 



AUL for 
Technical 
Services 



Circulation 
Services 



L ibrary 
Pri vi leges 



Stack Contol 



3ntolJ 



Core Col lection 



Government 
Piblicatioas 
and Map ! 
Department j 



Bibliographic 
Record 
Services 



Business 
and Finance 



I Purchasing 



Personnel 



L-j Shipping and 
Receiving 



{ 



Catalog 



Catalog Management j 
J 



I— j Mar k i ng 



Serials and 
Acquisitions 
Services 



I nterl ibrary Loan 



-a 



Media Center 



Newspaper/Microtext 



Reference^ 



Infornntion Desk 



Monographic Orders 



Gifts and 
Exchanges 



Serials Acquisitions ! 



Serials Cataloging 



[... 



\ Periodicals Room I 



Reserve Book Room 



Schaf f ncr 
Library 



Sc icnce- 
Fngincn ing 
L ibrary 



Geology I 
Library j 
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Math 
L ibrary 



g 

m wmmm 

> 

m mmmm 

Q 

o 
o 



sz 

O 

c 
o 

03 
N 

• mimm 

C 

CO 

.2 6 



o 



> 

3 
o 
z 

X 

. o 

! Ui 

I H 

i z 
i o 

! H 

i o 



Q> 

X 

c 
q 
*</) 
■> 
b 



CO 

CO 

< 

Q) 

E 

CO 



CO 
LU 
O 
> 

LU 

CO 

H 
GC 

o 

Q. 
Q. 
D 
</) 

CC 
LU 
C/) 



o 

OL 
Q. 
ZD 
C/) 

D 

< 

C/) 

LU 
C/) 
C/) 

cc 
O 

tD 



o 
o 

c 
CO 



c 

Q CO 



UJ 



CM 



1^" 

CO 
c 

CO 

O 

ci! 
a> 
V. 
m 



o 
O ^ 
o « 

^ E 

> .52 
r 

o 



en 

CO 

c 

CO 

)^ LU 
ct 



LU 



^ ' u_ 
a. c ' 

Q E § 

< </) o 
•D O ^ 
CO to 

CO V 

CO 



Q 

E 

CO 



00 
CD 

E 
0 



0 

CO 



CO 



LU 
H 
CO 
>- 
CO 

H 
Z 

LU 

LU 
O 
< 

< 



cc 
< 

DC 
CD 



LU 

t 



o 

CO 

c 
CO 

I 

Q-X! 2 

. Q 

CO 



26 



PRINCETON UNIVERSITY LIBRARIES 



OFFICE OF THE UNIVERSITY LIBRARIAN 



D. Koepp 



See p, 2 



N. Klath 



Gest Oriental Library 
A. Marr 



Presen/ation Office 
R, Milevski 



Human Resources Office 
M. Gope! 



Systems Office 
M, BielawskI 















Administrative 
Services 
Department 
D. Pearson 
See p. 3 


Rare Books and 
Special Coll. 
Department 
W. Joyce 
See p. 4 


Reference & 
Collection Dev. 
Department 
J. Aroeste 
See p. 5 


Special 
Libraries 
Department 
N. Klath 
See p. 6 


Technical 

Department 
R. Schuiz 
See p. 7 
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Office of the University Librarian - D. Koepp & N. Klath 



] Gest Oriental Library - A. Marr j 

u — i 



1 
1 
1 


Chinese Bibliographer - M. Heijdra 






Japanese & Korean Bibtiograoher - S. K'm 






Public Services Section - C, Cheng 






Technical Services Section - 1. Wei 



Human Resources Office - Iv?. Gc-pei 



Preservation Office - R. MiievskI 



Arabic Preservation Project - H. BenAicha 



I 

Collections Conservation Unit - B. Baird 



Special Collections Conservation Unit - T. Stanley 



Systems Office - M. BielawskI 
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THE GENERAL LIBRARIES 
The University of Texas at Austin 



VICE PRESIDEKT AND DEAN 
OF GRADUATE STUDIES 



DIRECTOR OF GENERAL UBRARIES 
Htfokt W. 8HHag» 



DEPimf ASSBTAWT WRSCTOR 
DmiRtcifH 



EXECUTIVE ASSISTANT 
5mii KofipUn 



ASSISTAHT FOR UBRART 
DEVELOPMEKT AND PUBLICATIONS 
CtnkCtbl$ 



ASSSTAKT DIRECTOR FOR 
MFORUATION SYSTEMS PUNNING 
J$»nH$mt1ek 



ASSSTAKT DIRECTOR FOR PVBUC SERVICES 



ASSISTANT FOR PUBLIC 
SERVICES OPERATIONS 



IkSSSTANT FOR COUPUTER-SASED 
MFOftHATKN SERVICES 
John K^p4nttM 



H PtflRY-CASTAJilEDALJflflARY 



C9KULAT10N SCAVICtS 



CirouMion OMk 



JQhnRimtgt 



R««VN 



S«KlC» 



UNOEflGRADUATE 
UBRARY 
RUpltAtmlOO 



Au«oVk<ul LlNtiy 



CUtuMofl DMk 
OougPtiM 



RCFERCNCE/MFOR NATION SERVICES 
John TbrtgHt 



Rmmvm 



AMtttifil tor M^nnct/lniorTmitcn 
S«or1c*« Op«ntloni 



Co(npultr-e4M4 Moftmtlon 
Ron SMligtr 



Oocumtnts 



>LtM(yS< 



MtpCotKllon 
SttphnUtlnM 



WASSERUANPUQUC 
AFFAIRS UBRARY 



STAFF DCVELOPWNT OFFICER 



AS58TANT OIRCCTOR FOR BRANCH SERVICES 



ARCHfTKTUREANO 
PLANNMQ LIBRARY 
eioimUeDonM 



CHEytSTRY LIBRARY 



CLASSICS UBRARY 



RNEARTSLnRARk- 
Mtrcit Ptnatt 



ENGINEERMQ LIBRARY 
SvunMU 



Ait 



Audk>Vlwal 



BALCONES LIBRARY 
SERVICE CENTCR 



QCOLOQY LI6RARY 
Dtunlt TmnMon 



UH SCIENCE UBRARY 



UARMESCICNCELBRARY 

RvOianndy 



UBRARY AND INFO. 
SCIENCE COLLECTION 
Utiy LjfM Rlc^timfy 



PHYSCS-HATM.^STnO. 
UBRARY 

UoOy iwim 



ASS«TANT 0<RECTO(t FOR COLLECTION DEVaOPMENT 



CHIEF COLLECTX>N0EVEL0PHENr OFFICER 



COLLECTION DEVELOPMENT 
AND MANAGEMENT SERVICES 
Utrf Bt*tintn-Km 



EnglltMJMf UM* Approval Ptoiw 



S«(iat» BMoorapim 
JohnWomtck 



PRESERVATKW OFFICE 



ConMTvator 



PMpMWBbMflng 



flodiRtpair 



RESEARCH 



ASSSTANT DIRECTOR FOR TECHNICAL SERVICES 
$OMn PMUp» 



GENERAL STATISTICAL AND REPORTINQ OFFICE 
Rotf9rtFo9lf 



BIBLIOGRAPHIC SYSTEMS OFFICE 
RcbtrtStmtrt 



DEPUTY ASS8TANT DIRECTOR FOR TECHNICAL SERVICES 
Wifi» P*rym*R 



AUTOMATED CATALOQMG CATALOGING 



AutofMtad Ccttloging 



BMoartpMcAMistint 



UHtrtaitProotulng 



H VERKACULW PROCESSWC > -i 



MI<Mlt£«1»n)Stu«M 
Attar SHf)9hri 



BLACS^rtato 
SmFolkf 



Catalof Matmananc* 



IMM/Mtcroform 
MRogvt 



Uuatc CHalMiM 



S«rtali CaUloglng 



ACOUISmONS AND SERUU.S 



AMMantHMd 



Mioonphlc Approval/ 
Blankai Ordar 
John Hvrtton 



Motngnphic Racatvlrtg 
C«n)/Loc*«<r 



MoftograpMc SMrchlngnrdar 
C. 8. StPfnton 



S«rtalt R«c«)v!ng 
PtulTwry 



Sartala SwrcMnsTOnkf 



Gtrrs bbUoorapher 

FnaRo(hbTf»r 



ASSISTANT DIRECTOR FOR LIBRARY SYSTEMS 
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University of Alberta j| 
Edmonton ^ : V?^ 



Library Technology 
Operations Manager 

One of Canada's most technologically advanced research libraries 
seeks outstanding candidates for the position of Technology 
Operations Manager. This position is at the Librarian 5 level, with a 
salary range of $47,921 - $66,577. Our staff of 14 in Information 
Technology' Services: 

• designs and supports the largest Novell LAN configuration on 
campus - over 500 PC workstations in 11 networks providing 
office productivity solutions, public catalogue access, CD Rom 
database services, and microcomputer laboratory facilities, 
connected through fibre optic spread spectrum radio links to the 
campus network and the Internet 

• maintains one of the largest DRA (Data Research Associates) 
integrated library systems in North America, serving a regional 
library consortium of 20 libraries, and containing a database of 3.8 
million items 

• operates SUN and IBM RS/6000 database servers providing 
Internet access to a Library Wide Information System (LWIS) and 
a range of health care databases (The Health Knowledge 
Network) 

• provides technical consultation and support to a newly formed 
University Information Enterprises unit which extends products 
and services beyond the University community through 
innovative business partnerships 

Under the strategic direction of the Head of ITS, you will oversee the 
implementation, day-to-day operations and expansion of these 
network-based information systems and the continued development 
of a first-class customer ser\Mce team. 

The ideal candidate is an effective communicator with an 
understanding not only of the technology but the politics of network- 
based information services and cooperative system development. You 
are an organized project manager, transforming strategic vision into 
reality through effective team building, a knov/ledge of technology 
solutions and sound financial planning. In addition to a MLS degree, 
you bring with you Broad hands-on experience, background in 
managing library automation applications and networks in a TCP/IP 
WAN environment, and an understanding of future library directions 
in client-server computing. 

Interested candidates should submit a curriculum vitae and the names 
of three references by October 31, 19^4, to: 

Ms. BJ Busch, Associate Director 
5-02 Cameron Library 
University of Alberta 
Edmonton, Alberta T6G 2J8 

The University of Alberta is committed to tJie principle of equity in 
employment. The University encourages applications from aboriginal 
persons, disabled persons, members of visible minorities and women. 
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Auburn University 



POSITION ABVERTISENIENT 



SYSTEMS LIBRARIAN FOR TRAINING: Trains library faculty and staff in the use of 
computing software, (both library system software and commercially available software, e.g. , 
Windows, WordPerfect, Lotus, SAS, dBase), by providing a high level of expertise in those 
packages used by the library. Trains users through formal instruction, documentation, and 
informal consultation. Supervises student workers in performing the above activities. 
Coordinates the testing of system enhancements and participates in their final implementation. 
Develops hardware and software purchase recx)mmendations based upon the needs of 
mdividual departments as well as the library in general. Suggests systems enhancements to the 
Systems Department Head, based upon problem analysis and resolution. 
QUALIFICATIONS; REQUIRED; ALA-ac^redited MLS; strong academic record; plus 
significant experience with both integrated library system software and commercially available 
software packages. DESIRED; NOTIS experience; teaching or training experience; technical 
knowledge of hardware configurations. 

Salary minimum is $29,560, higher with experience, with appointment as Librarian n 
(Assistant Professor); twelve-month appointment; faculty status but not professorial titles; 
eligibility for tenure; participation in state teachers* retirement (mandatory); TIAA or other 
additional voluntary retirement plans available; twelve days sick leave; heaitVlife/disability 
insurance benefits; twenty days annual leave. Research and publication are required for 
tenure. Offers of employment are contingent upon the verification of die individual's 
eligibility for employment in the United States. Application review process begins October 5, 
1994. Position open October 1, 1994; starting date negotiable. Complete application must 
include resume, undergraduate and graduate transcripts (photocopies will be accepted initially), 
and names of at least three current references. APPLY TO: Sherida Downer, Chairperson, 
Systems Librarian for Training Search Committee, Ralph Brown Draughon Library, Auburn 
University, AL 36849-5606. Auburn University is an Affirmative Action/Equal Opportunity 
Employer. Women and minorities are encouraged to apply. 
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University of California - San Diego 
POSITION DESCRIPTION 



DEPT/DIVISION: 


SYSTEMS DEPARTMENT 


POSlilON lU . 




REQUISITION NO. 


: N/A 


PERSONNEL DEPARTMENT USE ONLY 




Approved Payroll Title: 


Eff Date: 


Personnel Program : 


EDUI Designation : 





DEPARTMENT REQUEST FOR: 
Proposed Title: 
Date Received : 



EMPLOYEE 



Name J 






Payroll Title 


: Computer Resource 


Manager II 


Telephone 


: 4-1287 Mail Code 


: 0175T • 


SUPERVISOR 






Name 


: Bruce Miller 




Payroll ■ Title 


: AUL for Technical 


Services 


Telephone 


: X4-1237 





POSITION INFORMATION 

Work Location : UNIVERSITY LIBRARY SYSTEMS 

Appointment Type: CAREER End Date of Appointment : INDEF 
Percentage Time : 100 Conflict of Interest Designation: NO 
Schedule : 



TYPE OF SUPERVISION RECEIVED 
General Direction 



SUPERVISION 
Direct 

Pr-oc . /Analyst IV 

Administrative Analyst 
computer Res. Spec. II 
Administrative Asst. II 
■pr . Elect . Technician ( Workleader ) 

, Elect. Technician Trainee 
^, Prog. /Analyst III (Workleader) 
Prog. /Analyst II 
^m^^asual s ta f f 
Indirectly supervises 5 additional FTE plus 4 FTE casual staff 
and student assistants. 

DUTIES SUMMARY 

Responsible for leading, organizing, and managing the Library 
Systems Department to support the Library's role in meeting campuswide 
information needs. Works with other UCSD departments, outside 
vendors, and University of California systemwide staff to further this 
role . 



Under general direction of the • Assistant University Librarian for 
Technical Services : 

1. PROVIDES LEADERSHIP, ORGANIZATION, AND MANAGEMENT OF THE 

SYSTEMS DEPARTMENT TO SUPPORT THE LIBRARY'S ROLE IN MEETING 
CAMPUSWIDE INFORMATION NEEDS THAT ARE SUPPORTED BY 
ELECTRONIC INFORMATION SYSTEMS. 

D A. Supervision and management 

. 1 Administration 

Insures the department is administered in 
accordance with approved Library and campus 
policies and procedures and that appropriate 
documentation is maintained to meet UCSD 
standards . 

. 2 User Services 

Insures maintenance of bibliographic systems 
operations and user support including operation of 
the integrated online library system (lOLS) that 
serves both Library staff and the public (multi- 
cpu; 1.7 million complex bibliographic records in 
a 4.0 gb database; 2 50 simultaneous users; 
supports acquisitions , cataloging , serials 
control, circulation, public access (ROGER). 
Insures reliable operation and maintenance of the 
campus information system (InfoPath) . ROGER and 
InfoPath must approach 100% uptime seven days per 
week year round ) . 

. 3 Technical Services 

Provides for Novell systems administration , 
networked and standalone database applications 
programming , hardware acquisition , network 
facilities installation and management (including 
cable, connections, routers, terminal servers, 
hubs), and end-user technical support for 
networked and standalone computer systems (e.g., 
specialized databases and CD-ROM applications) , 
OCLC cataloging and interlibrary loan system (40+ 
workstations linked to a very large multiple 
mainframe system in Ohio), and Library 
administrative systems (LAN supported, five 
fileservers, multiple applications, 500 potential 
users ) . 

.4 Projects, Library Data Communications, and 
facilities Planning 

Insures proper management and planning for Libreury 
network and its connection to campus network, and 
Library Internet use; serves as resource for and 
participates in computerized development projects. 
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D 



D 



As 

Needed 



A 



As 

Needed 



B. Resource requirements: develops and manages Systems 
Department budget; assists in the development and 
management of Librarywide automation budget lines 
(approximately $1,000,000 per year); develops long 
range automation budget. 

C. Staffing: develops staffing needs as the operating 
environment changes and insures that appropriate staff 
types and amounts are maintained to fulfill service 
obligations • 

User services: insures that public systems are reliable 
and operational during all defined hours of public 
access; determines and controls priorities for service 
and insures that Systems Department staff work 
effectively with other Library staff and vendors to 
provide the best achievable service. 

E. Security and contingency planning: insures that all 
Library and computerized systems and data are secure 
from all hazards and that functional operations can be 
maintained throughout the Library in all but the most 
extreme circumstances; maintains a formal contingency 
and disaster recovery plan for all library computerized 
systems . 

F. Provides evaluative performance reviews for System 
Department staff to insure quality; provides and 
supports development opportunities for staff. 

G. Develops and maintains appropriate logs and reports 
to monitor staff and system performance. 



2. PROVIDES LEADERSHIP FOR TKE SYSTEMS DEPARTMENT IN THE 

DEVELOPMENT OF EFFECTIVE ACCESS TO AND USE OF ELECTRONIC 
INFORMATION SOURCES. 

D A, Contributes to the formulation of associated 

Librarywide services and policies. 

As 3. WORKS CLOSELY WITH CAMPUS PEERS AND DEPARTMENTS TO INSURE 
Needed EFFECTIVE INTERACTION AND INTERFACES BETWEEN LIBRARY SYSTEMS 

AND CAMPUS COMPUTERIZED OPERATIONS, E.G., PAYROLL, 

ACCOUNTING, ACADEMIC COMPUTING, AND OTHER 

ADMINISTRATIVE/ACADEMIC SYSTEMS. 

As 4. MONITORS UNIVERSITY OF CALIFORNIA SYSTEMWIDE ISSUES 
Needed REGARDING COMPUTERIZED MANAGEMENT AND INFORMATION RESOURCE 

SYSTEMS AND CONTRIBUTES TO IDENTIFICATION AND RESOLUTION OF 

THESE ISSUES. 

As 5. MAINTAINS AWAWPNESS OF NATIONAL ISSUES REGARDING 
Needed COMPUTERIZED MANAGEMENT AND INFORMATION RESOURCES SYSTEMS 
AND CONTRIBUTES TO IDENTIFICATION AND RESOLUTION OF THESE 
ISSUES THROUGH APPROPRIATE PROFESSIONAL ACTIVITIES. 
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SKILLS AND KNOWLEDGES 

Ability to manage and provide leadership in a 
changing environment, strong interpersonal 
skills, and the ability to work with Library, 
campus, other UC staff, and vendors. 

Successful experience in staff management and 
project and operational system management 
activities in a library setting that makes use of 
computerized resources. 

Ability to organize and establish priorities for 
multiple tasks of various complexities and 
delegate as appropriate. 

Demonstrated ability to communicate effectively 
both orally and in writing. 

Demonstrated ability to work under the 
responsibilities associated with sustaining 
superior support of complex systems which serve 
large nuxtibers for people. 

Demonstrated understanding of the computing needs 
of a complex academic research library environment. 

Demonstrated experience in recognizing the need for 
specifying, designing, and implementing complex 
and innovative electronic information systems. 

Demonstrated understanding of systems analysis and 
programming. 

Demonstrated understanding of the internal workings 
of the hardware and software involved in complex 
computer systems . 

Knowledge of library processes, procedures, 
and operations and the requirements for their 
current and future automation. 

General knowledge of library, campus, and UC polici 
procedures, standards, organization, and structure. 
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Request: 



Update of job description 



Library/Sysrer.s D< 



Nana : 

Dept/Division : 
Ext : 

Unit/Mail code: 0255/0175 

Work location: University Library 

Payroll title: P/A IV 

NASO (Network and AdCcn Services Officer) 
100% 



Working title: 
percent of time 



Name of supervisor: 
Ext/Mail code: 41237/0175 



Pavroll titi^ 



Duties summary: Coordinates, facilitates and participates in planning and 
delivering network services to UCSD Libraries and campus. Directs Network 
Facilities and Novell Network managers and Microconputer Applications 
Prograiaiaer . Participates in procurement of hardware, software and premise 
facilities to deliver network services and in development and delivery of 
InfoPath. Leads quality management activities for process management and 
improvement. Assistant" Systems Dept* head. Develops performance measures 
for the network to evaluate customer satisfaction. Performs customer 
support including analysis, problem solving and projects. DSA for campus 
administrative computing. Develops automation contingency plan and is 
memi^er of security and safety council. Supervises three 
Programmer/Analysts. Ser^^es on library and campus workgroups and 
comjuittees . 

Special conditions of enployment: 
Physical requirements: 

Type cf supervision received: Direction 

NamGG cf those supervised: 

Name of employee Payroll title 

iOOo- P/A II 

100% P/A II 

100^,' P/A 11 



Number of those supervised throuah othe 



varies - casual staff 
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Freq . Functions/tasks : 



I . MANAGEMENT 

D A. Coordinates, facilitates and participates in planning and 

delivering network services to the UCSD Libraries and the 
campus through the development, implementation and support 
of network facilities and systems in the libraries. 

D B. Directs work of the Network Facilities Manager in planning, 

developing, installing and operating network facilities in 
the University Library and branch library/campus locations 
which are maintained by and for the libraries — includes 
electronics, premise wiring, etc. 

D C. Directs work of the Novell Network Manager in planning, 

developing, installing and operating the Novell network 
maintained by and for the libraries — includes five file 
servers, remote access facilities, CD ROM server, etc. for 
about 350 workstations. 



D. 



W 



W 



w 



As req'd H, 



Directs work of the Microcomputer Applications Programmer in 
planning, developing, prograrajning and maintaining networked 
database applications maintained by and for the libraries — 
includes primarily administrative software used internally, 
e.g., ASAP, SOS, Help Desk, ILL statistics. Public Service 
statistics, etc. 

Participates in planning, budgeting and procurement of 
hardware, software and premise facilities needed to deliver 
network services and applications to the libraries. 

Participates in the development and delivery of InfoPath by 
way of membership on various committees (e.g., Enablers and 
EIS) and through related Systems Dept. assignments. 

Leads and participates in quality management activities as 
employed by the Systems Dept. for process management and 
improvement. 

Assistant department head~-acts for department head when 
needed and does other work as assigned. 

Develops performance measures related to the operation of 
network equipment, software and media in order to evaluate 
customer satisfaction with network services and 
applications . 
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II. 



CUSTOMER SUPPORT 



D A. Responds promptly to assigned Help calls in Help Desk 

database — task nay range from simple to complex depending on 
the underlying problems to be resolved or consultation 
required . 

D B. Analyzes problems or situations related to systems 

procedures, services or products which may require 
significant coordination and/or substantial resources to 
resolve. 



C. Works with other Systems staff and/or library staff on 

projects leading to new or improved systems or services. 

W D. Departmental Security Administrator — coordinates and 

authorizes access to campus administrative computing 
services and applications (AdCom Systems) and participates 
on various campus committees to develop and implement new 
administrative computing interfaces to campus systems. 

Y E. Bar code labels — maintains controls and records, places 

annual call to departments, prepares and places order, 
receives and distributes label stock and assures quality. 



III. CONTINGENCY PLANNING 

As req'd A. Develops and coordinates automation contingency plans as 
part of library disaster planning covering network and 
computing facilities and systems. 

" B. Member of LSSC (Library Security and Safety Council) — 

participates in library disaster planning and has "essential 
personnel" designation . 

" C. Organizes periodic tests of automation contingency plans to 

test and improve readiness. 



IV. SUPERVISION 

D A . Supervises and assigns work to Programmer/Analysts . 

As req'd B. Prepares job expectations on performance standards and work 
rules . 

" C. Reviews and implements assignments. 

" D. Recommends new technologies. 

" E. Schedules staff. 

D F. Consults regularly with supervisees. 
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As req'd G. Conducts unit meetings. 

1^/As req. H- Prepares and conducts staff performance evaluations,^ 

including communicating and discussing the results with 
supervisee ( s ) ; recommends merit increases and 
reclassifications . 

As req'd I. Has the authority to apply corrective/disciplinary action, 
up to discharge of supervisee(s) , in consultation with the 
Department Head and the Library Personnel Office. 

" J. Has the authority to resolve supervisee(s) ' complaints 

and/or requests for grievance or administrative review, in 
consultation with the Department Head and the Library 
Personnel Office * 

»» K. Recruits and hires personnel in areas related to network 

facilities and Novell system operation and management and 
programming . 

" L. Develops or recommends training programs. 

V. OTHER RELATED TASKS 

W A. Serves on library and campus workgroups and comotiittees 

including Systems Dept. PMTs and QITs, Enablers, EIS, DCTUG 
(Departmental Computing Technical Users Group), PAAC 
(Programmer/Analyst Advisory Committee), etc. 

D B. Follows accepted quality management principles and practices 

as presented in library and campus training sessions. 

As req'd C. Handles all library materials according to accepted library 
preservation practices as presented in library training 
sessions . 

D D. Abides by rules for safety and security as presented in the 

library training sessions. 

As req'd E. Performs other work as assigned. 
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Function/ Skills and Knowledge 
/Task 

All Comprehensive knowledge of university library functions, 

activities and operations. 

All In depth knowledge of and experience with library 

automation. 

All Current working knowledge of and experience with networks, 

computing and data communications. 

I, II, III, V. A Knowledge of Novell Netware, TCP/IP, SNMP, LAN and broadband 
technology, DOS, Windows, Macintosh, UNIX and MVS and their 
use and application in the library environment. 

I, II, III, V. A Knowledge of systems design including interfaces, 
applications and databases. 

I,II,V.A Knowledge of and ability to program in one or more of the 

following: COBOL, ALGOL, PL/I, PASCAL, C, C++. 

I, II, III, V. A Ability to analyze and solve complex problems. 

All Ability to communicate clearly orally and in wriring. 

I.B-D Ability to manage technical staff. 

I.B~D,IV Ability to supervise staff effectively. 

I,II.C~D,III, Knowledge of project management principles. 
V.A-B 

I,II,V.A-B Knowledge of TQM principles and process analysis. 

All Ability to work effectively with a diverse staff. 

All Effective interpersonal communication skills. 

I,II.C--D,V.A~B Ability to provide leadership and direction in a team 
environment. 

I.B~D,IV,V Knowledge of UCSD and Library personnel policies and 
procedures . 

All Knowledge of UC organization, policies and procedures. 




Function/Task 



PLANNING AND DESIGN [ . ', 

Participates in overall libra ry systems 
planning , 

r::.::s:zr: v;:\h licrary aci:: i:.: ^'i ra;, i or. , Iibraridr— , 

analysis" : analyze- library nee-if-:. 
library ar.d car.:: :s ccn;:riir, te'rs as asnicr.v) 
c-r: ic:oat:eo in rational level electronic discusz Lonn. 
cjr. sici'vVina e:^^^r9i^.a i:^:orr.u':icn retr i eva 1 techno 1 '"g : ' 
Investicates technica. feacirility of ope ions ar^i 
proposal s . 

Troocses short-ter::: and Isng-teriii solutions utiilizmo 
current: and emerging technolco ies . 

Plans and prepares for future deveiopr-.ent of Globally 
accessible network inf orn^.at icn resources. 

Designs and develops new systems/ subsystems 
whi ch enhance library and campus wide access to 
network information . 

/:'.r.';s v/itn appropriate library, ca::ipus, and national 
l^r/vl cioups'to Gather inftr:-ation required to d'rS:Gr. 
sy.:-. -r:Tis ar.d develcn spec i : i c ::t ions . 

Analyzes; information and develops solutions based or. 
local library and campus needs and existing resources 
Designs data manacen;ent utilities which automate the 
of inf orn-:at ion from local to more global modes of act 
::--sicns network information retrieval interfaces whin 
optimize the performance o: mdivioual client res:uro 
and capabilities. 

DEVELOPMENT {/C ) 

Installs and implements vendor supplied, and 

public domain resources to support and enhance 

performance of library systems . 

Mr .1- ano r- r t : u it - in » h- e'.- : u ^: i : c n , 
1 tt : n , and in-:" 1 lat : ::. :: r.,:ruwar'- and f: ._■ : : v; ': : • 

Inf.ra^n an.: tn^: l:::^ry y . 

Modifies existing systems . 

■ :. ■: : ' . w : • h : : : i - rv ;^ v : n :,.*:.: t :. n , :::.::-::.., . * . 



• i ; : • ' ► — a : . i ] : : * i i ; : ' • ^ n ; : n ) * : ; n o 1 n ) : . * . 
Enables access to network inf ormat i on resource 



D 



Works closely v;ith aloha 1 netvvork i r: f or:r.a icr'. r i .w i <-it ■ : - 



arc r. i e s / a c a t. a c s r s . 



c::::er te( 



all levels of the university ccT.nvjn : 
cop 0 r t u r; i ^ i e to e:-:pa r ci the g e r. e r a 1 
usefulness of Inf o?at h . 
v;orks closely v;iuh carnpuo peers anj 
effective interaction and interface, 
ot he r car:pus cc:::puz er ize:i systers. 

Custom or local development 

Develocs and enhances automated S'/s: 



ccn t e n t 



at;: 



- r ^ - ^ 



a ecu 



1 r 1 n o 



ano manaq: 



cata 



r rcrr. ca:^:p'.:S mrorrrat ion prcv ioer: 
Deve Icps custc:ri zacle Graph :cal ; 
scftv;ar^v for rrtviding ^:cco.£S tc 



respcncinc to changes in the availalMl: 
ale ha 11'/ distributed netv;crk rescurc^:;. 



D 
D 
D 



3 . 



MAINTENANCE AND OPERATION 



Inf oPath 



c::c V 



■ e 'i s s t e.' 



D 
D 
D 



D 



TECHNICAL KNOWLEDGE AND USER ASSISTANCE 
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D C. Meets with vendors and attends seminars and \-:cr k:.]\op: 

cc ::z : nua 1 iy update sk i ] 1 5: and knov;l edac* . 

D W rk: cics^::y v;i:- l.il-r-ry rycterr.r: L r * r : ' 

e^.:.;;r.c^r Sy3te:: T -rt i : t r cd;:ru i v i :: y : * 

V j:.ct i t:;a 1 : ^ y ^: Ini.l'irth intc c-jr:-. :. 
i 1 : 1 r y u j a T. 1* ^ r. t ' 1 • ■ : - . -"i I !, 1 r ! ; y * ■ ;■ - ■• j 
r l^r.r:ina . 

D K. i^vcpond:: : He!:: Zos'r: r<?':^\:est s . 

D F . Assists library staff in making effective us*: cr ;:-rrsc:.a: 

cc.T.putina reso':rces . 

D G. Assists library staff in general prccrair.r.ing prjjtrcts a^ 

ass iqned . 

D H. Provides both library and campuswide technical assist.-:.?'^- 

in accessing global netv;ork inforrr^.at ion rescijrc-r:: . 

D I , Organizes and participates in the delivery c: 

presentat ions . 

D J. Assists in the precaraticr. and Gisser:.inat icn c: u.-.-r 

d c- c u ::\ e :\ t a t i c n for 1 i b r a r y systems. 

5 . WORKLEADER { :> ) 

D Hires employee ( s ) ir, conjunction v;ith iir.meoioi- 

supervisor . Screens applicants^ interviev;s c::n:ii :i":te.'. 
and participates rn selec:::on decisioris. 

D H. Trai::s and assigns work t.'. nev; and ccntinuinu 

supervist^e (s) , provide e:-:uect at ior^s on pe r f :n .•• 



sta^.■:iardi: , 

. X.:k*:'S reccr".:rienca u : ns ccncerninc merit incr*.; 
reclassifications . 

, ^^■::dr Procrammer An::lyst(s) develcpi:-.n ani e:.:. i :. : - :. j 
c 1 lent /server, relational database, free t-y.'., , c-.: ; :• . 
:\ -rdia i n f r:::a t i c n ret rieval systen.n . 

6. SOFTWARE RESOURCE SUPPORT (1^ ) 

A. Tr-vides :::.th linr-ry an: ::;:mpu;:v;i .i-. s;.:pnr' i 
\ i ::a 1 a^sista:".re in l-rcatinc, acquiimc, 
: v; .: r e r - ■ r C' u r c ;: t r. h a n e a c c e s t ~ 1 , - • i 



:f(:I j":. :^ tc c : '':\.y^ 



^' : J^::. i :'e:; a:".:.i en^: l'>y ao:v:. thrcu<_:h 1 r, : .! vn, ' 
^'i y acc^--ssibl-j s::iLv.'.:rc archives and o ' 
d : ^ : r i r A thrcu^hnut t c.nr.pus cc:r.:: : y , 

^ d- n •" t r ^ " ' ' n nd <^ vn ■ n.-^ r j nn p : « ■ : ' 
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Manages the safe storage, backup, organization, and 
General accessibility of £7.ftv;3re collected. 



OTHER RELATED FUNCTIONS { } 

?-irrrorr.j ether dut:--^ j .: r cl a ^ •. : :•. 

Hi:^cl-Z;3 all library a t r : 1 ;: acc:r'jir.g tc a c::-:;r t ••• i 
library preservation prac::?^^: af^ presented in libri 
training sessions . 

Participates in the Library Systen;s Quality ^•anaGenr.e 
rr:ethods and techniques . 

Abides by rules for safe:.y and security as presents.: 
the library training sessicns. 



BEST COPY AVAILABLE 



SKILLS & KNOWLEDGE 



Selection 
Importance 



Funct . /Task 



Extensive kr.::wled9e of global netvvcrk 
develocr.ent s in Internet access tools 



incroucn r^riO^-: ^ec^::'^ or, ana experience 
Kac int 0:ih, MS ZCS r and Windows cperat: 
their admin 



Knov;ledce cr ccr.curer netwcrKing prmcii. 
adnunistrat icn, and file systems in c::"r 
e r ; V i r o n :n e n t s / i n ^i n i n a : Unix, M a c i n c £ n 



:je ci ^; 
roarar 



:^ X t e n s 1 V e r' c v; „ c c o ; 
prog rams a n d u t : 1 :. r i e : 
environments . 



a v.ioe range 
in r.ulticle c 



Lemons t ra t * 



knov;:e-iae of Grachical jser 



ae s I an o r i n c i o i v s 



r. n o v; ^ e o t;- c : 



^r.^jtrr peripnerais ano in 
k'-ev anr-^ast of ]a*:os*. techn: 



:\ :•: c e 



at' : v::. !: ;..ni 



im ^ (• 



h Ak>i:ity to dirt jt clhe: j^r V7: amn.^-r:.. and s*i:i'-:t <ir:.] 
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POSITION DESCRIPTION 



DEPT/DIVISION: SYSTTHS DEPARTMENT 
POSITION ID NO.: 0265-0180-SY 
REQUISITION NO.: N/A 



PERSOmiZL DEPARTMKNT USE ONI^Y 
Approved Payzroll Title: 
Personnel Progzram : AFSCM 

EDOT Designation : CX 



Eff Date: 



DEPARTME^iT REQUEST FOR: 
Proposed Title: 
Date Received: 



EMPLOYE! 

Nane : 

Payroll Title: COMPUTER RESOURCE SPECIALIST II 
Teleohone : 4-2530 Mail Code: 0175T 



SUPERVISOR 

Nane : Roberta Corbin 

Payroll Title: Computing Resources Manager CA&PS6) 

Telechone : 4-1287 Mail Code: 0175T 



POSITION INFORMATION 

Work Location : CENTRAL LIBRARY SYSTEMS 

Apccintment Type : CAREER End Date of Appointment: INDEF 
Percentage of Time: 100 Conflict of Interest Designation: NO 
Schedule : 



TYPE OF SUPERVISION RECEIVED 
General Direction 



SUPERVISION 

Computer Resource Sped 
Computer Resource Sped 
4 parttime students Data Proc. Prod. Coord- 



100% 
100% 
Casual 



DUTIES 
Re 

operati 
automat 
and lib 
appropr 
instruc 
and gui 
hardwar 
microco 
prepare 
trouble 
Provide 



SU>£MARY . 
sccnsible for the management and coordination of the daily 
ens of the library bibliographic system (InnoPac) and 
e-i help desk system. Analyzes both bibliographic systems 
rary systems problems and resolves or forwards as 
iaze for resolution. Provides consulting and 
tional supoort to staff, including recommending solutions 
ding users^ in the use of network-based systems . Provides 
a, software and general consultations in 
mputer/of f ice automation applications. Develops and 
s' documentation to simplify library network 
shooting technigiies and bibliographic systems management, 
s input and analysis for planning, staffing and budgeting. 



SPECIAL CONDITIONS OF QIPLOYHENT 

Provides after hour on-call emergency support by telephone and 
terminal as required. Works in machine room when necessary. 
Subject to occasional overtime and call back. 
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PLANKING AMD DEVELOPMENT (20%) 

Participates in overall library systems depariunent 
planning* Works to identify areas for development: 
and executes projects to ensure quality service. 

A. Works with appropriate staff to gather 
information required to design and improve 
existing systems used in the depaurtment* 

B. Develops and prepares documentation to simplify 
library network troubleshooting techniques and 
bibliographic systems management. 

C. Develops and maintains necessary procedures, 
forms, and logs to identify, route, control and 
resolve problems* 

D. Recommends procedural changes to address 
recurring problems. 

E. Assists department head in the problem 
management process. Monitors problem activity, 
conducts trend analys-^s, and performs periodic 
surveys to ensure acceptable service is 
maintained. 

F. Maintains awareness of resources and tools that 
are availedDle to effectively apply new knowledge. 

G. Provides management with data for historical 
analysis in order to measure the systems. 

H. Attends conferences, meetings, reads current 
literature and meets with vendors to continually 
update knowledge. 



BIBLlOGRAPBnCC OPERATIONS AND MAINTENANCE (15%) 

Manages and coordinates the daily operations of 
the library bibliographic system. 

A. Oversees use of system and coordination of 
maintenance, security, production, problem 
solving, down time, etc. 

B. Assists with the coordination of activities on 
other systems including Melvyl, Infopath, and 
OCLC. 

C. Assists in the maintaining overall integrity of 
system data. 

D. Performs analysis to diagnose problems and 
interacts with vendors to resolve problems or 
refers them as appropriate. 



E. Reports problems to other shifts using 
appropriate logs. 

P. Schedules system usage for special projects and 
searches as requested by library staff using 
online systems* 

G. Assists in coordinating software upgrades and/or 
special projects on system as needed by the 
library. 

H. Runs statistical reports needed by the library 
for management purposes. 



HELP DESK MANAGEMENT (20%) 

Coordinates the help desk functions to provide 
effective and efficient control over the reporting, 
tracking, and resolution of problems, installations, 
etc. associated with the library automation 
environment 

A. Supervises and trains help desk staff in the 
problem reporting procedures (e.g. identifying 
nature of problem, applying corrective action, 
possible prevention application, etc.) 

B. Follows-up daily on outstanding problems. 

C. Tracks follow-up on old problems. 

D. Performs root cause analysis of problems. 

E. Maintains Help Desk policies and procedures. 

F. Maintains history of problems and resolutions. 

G. Recommends procedures and methods to improve 
the automated help desk system as required. 

H. Prepares monthly management reports. 



SUPERVISION (15%) 

Supervises staff in unit which performs various 
computer operations and provides user support to 
staff in the daily operations of the library 
bibliographic system and automated problem 
management system (Help Desk). 

A. Hires employees in conjunction with immediate 
supervisor . Screens applicants , interviews 
candidates and makes selection decisions. 

B. Trains and assigns work to new and continuing 
staff. Provides expectations on perfonnance 
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Preq^ Function/task 

standards, university procedures, and work rules. 

S C. Prepares and conducts evaluations of performance, 

including communication and discussions of 
results with the supervisees. 

W D. Schedules staff in the Operations Unit to 

insure coverage of the required hours of 
operation . 

S E. Makes recommendations concerning merit increases 

and reclassifications. 

As F. Has the authority to apply corrective/ 

req'd disciplinary action, up to discharge in 

consultation with the department, head and with 

the Staff Personnel Office. 

As G. Has the authority to resolve supervisee's 

req'd complaints and/or request for grievance or 

administrative review, in consultation with the 
department head and with the Staff Personnel 
Office. . 

As H. Updates job description cards as required, 

req'd 



5. TECHNICAL KNOWLEDGE AND USER SUPPORT (25%) 

Maintains current knowledge of InnoPac, various 
computer equipment, data communications and systems 
used in the library sufficient to fulfill 
first-level troubleshooting, problem solving and. 
user support. 

W A. Attends conferences, seminars, meetings, and 

reads current literature to continually update 
knowledge . 

D B. Acts as a central point of contact for library 

staff in their daily use of library systems. 

D C. Assists in the resolution of software and 

hardware problems. 

D D. Provides technical assistance to libr?.ry staff on 

Innopac, microcomputer networking and 
communications issues. 

D E. Performs rudimentary functions of the network 

specialist when required. 



ERLC 



()4 



Function/task 



F. Provides quick responsiveness to and resolution 
of user questions and problems* 



6. OTHER RELATED FUNCTIONS (5%) 

A. Assists InncPac Coordinator with the coordination 
of system setup and problem solving ♦ 

B. Performs other duties as assigned per 
classification . 

C. Participates in Library Systems Quality 
Management methods and techniques* 

D. Handles all library materials according to 
accepted library preservation practices as 
presented in the library training sessions ♦ 

E. Abides by rules for safety and secxirity as 
presented in the library training sessions • 



Selection 
Import* 

R 

R 

R 

R 

R 



R 



R 
R 
R 
R 
R 
R 
R 



R 



R 



R 



SKUXS AMD KNOWLEDGE 

Strong dedication to quality customer service. 
Sensitivity to customer needs. 
Superior telephone etiquette. 

Ability to handle high level of customer interaction* 

Strong interpersonal skills including tact, diplomacy 
and flexibility. 



Funct./Taskf 

1-6 
1-6 

1- 6 

2- 6 
1-6 
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Ability to effectively communicate (both verbally and in 1-6 
writing) and describe system conditions to both the 
user community and technical personnel ♦ 

Ability to be assertive and control conversation when 1-6 
necessary to gather relevant information* 

Strong problem-solving skills. 1-6 

Sound judgement and decision making ability. 1-6 

Strong initiative and assertiveness . 1-6 

Strong attention to detail and organization. 1-6 

Ability to plan and organize work in an efficient manner. 1-6 

Ability to work well under stress and time pressures. 1-6 

Ability to schedule and organize work in such a way 1-6 
as to meet required deadlines. 

Skill in recognizing system error conditions cind 1-6 
applying logic and experience in rectifying them. 

Analytical skills in troubleshooting and diagnosing 1-6 
problems with software and hardware. 

Detailed knowledge of maintenance functions on and 2-6 
use of the InnoPac systems. 

Detailed knowledge of other library automated systems 1-6 
sufficient to do troubleshooting. 

Knowledge and skill in the use of, and in training others 1-6 
in the use of small microcomputer systems and various 
software packages for wordprocessing, database management 
systems, spreadsheets, and operating systems » 

Detailed knowledge of peripheral hardware used with 1-5 
systems sufficient to operate and perform troubleshooting. 
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R Knowledge of computer interface media, data communications, 1-5 

storage'and backup devices and utilities sufficient for 
systems maintenance and to resolve or refer problems 
appropriately* 

R Knowledge of the MARC record structure and OCLC as used 2-6 

for cataloging sufficient for troubleshooting and 
referring problems as appropriate. 

R Knowledge of the computer architecture of IBM PC/XT/AT, 2-6 

386, and 486 for use, troubleshooting, and referral. 

R Knowledge and skill in the use of Dos, Windows, Novell 2-5 

Netware, and Unix operating systems to sufficient to 
provide instructions in the use of and to perform basic 
troubleshooting. 

R Knowledge and skill in the library segmented Ethernet 2-5 

to instruct, monitor/ detect, resolve and refer problems 
as appropriate. 



R 



Knowledge and skill in the use of Sun workstations cind 2--5 
network resource software to instruct, monitor, detect, 
resolve and refer problems as appropriate. 



R Knowledge and skill in the use of terminal servers to 2-5 

instruct, monitor, detect, resolve and refer problems 
as appropriate. 

R Skill in network monitoring and protocol analysis of 2-5 

TCP/IP protocol suite (IP, TCP, FTP, SMTP) to instruct, 
monitor, detect, and refer problems for solutions. 

R Knowledge of library and campus policies, procedures, 1-6 

organization and structure. 

R General knowledge of library preservation principles. 6 
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POSITION DESCRIPTION 



PERSONNEL DEPARTMENT USE ONLY 
Approved Payroll Title: 

Personnel Program : Eff. Date: 

EDUI Designation : 



DEPARTMENT REQUEST FOR: 
Proposed Title: 
Date Received: 



EMPLOYEE 

Name : 

Payroll Title: Senior Electronics Technician 

Telephone : 4-6371 Mail Code: 0175T 



SUPERVISOR 

Name : Roberta Corbin 

Payroll Title: Coinputing Resources Manager (A&PS6) 

Telephone : 4-1287 Mail Code: 0175T 



POSITION INFORMATION 

Work Location : CENTRAL LIBRARY SYSTEMS 

Appointment Type : CAREER End Date of Appointment: INDEF 

Percentage of Time: 100 Conflict of Interest Designation: NO 
Schedule : 



TYPE OF SUPERVISION RECEIVED 
General Direction 






SUPERVISION 






Workle^der 






L.A. 


Ill (Reclass requested) 


100% 


3 parttinie students Dev. 


Tech. II 


Casual 



DUTIES SUMMARY 

Manages the Systeras Dept. technical support unit including the 
facility and the staff, coordinates assignments, schedules work 
within the unit, with other Systems Dept. units, and with all other 
Library departments . Coordinates the outsourcing of repairs , and 
works with the Help Desk staff to insure smooth operation . 
Diagnoses, troubleshoots, and repairs equipment. Acts as 
workleader for technical support staff including participating in 
hiring, training, evaluating, and disciplining as required. 
Instructs and advises Library staff on the correct use and 
maintenance of computer equipment. Works with other Systems staff 
to plan and coordinate the installation of data communications 
devices. Acts as backup to the purchasing personnel and carries 
out other tasks as needed per classification. 



SPECIAL CONIDITIONS OF EMPLOYMENT 

May be required to work occasional evenings, weekends, and 
overtime . 



Freq. 



Function/Task 



The Systems Dept. provides support for over 350 
networked PCs and Macintoshes and 250 terminals 
plus a wide range of peripheral equipment including 
printers, barcodes readers, scanners, and. CD ROMs. 
Software support includes WordPerfect , FoxPro, 
cc:Mail and other packages available on a Novell 
network. The technical support unit also provides 
hardware support for the Library's turnkey Innopac 
bibliographic system. Systems staff must 

understand the hardware and software which makes it 
possible for Library staff to access local, 
national , and international resources across the 
campus network and the Internet. 



W 
W 

W 

w 

M 
M 
Q 



MANAGES THE SYSTEMS DEPT. TECHNICAL SUPPORT UNIT 
(35%) 

Manages and coordinates the daily operations of the 
technical support unit. 

A. Manages , coordinates , and assigns the 
scheduled work to meet estimated completion 
dates ♦ 

B. Insures that all equipment installed or moved 
gets entered into the LOC ID inventory 
database. 

C. Insures that technical support staff update 
the Help database records promptly and 
accurately to reflect the current status of 
jobs . 

D. Works closely with the Systems Help Desk staff 
to communicate and coordinate activities and 
insure smooth operation and customer feedback. 

E. Insures that jobs get referred to appropriate 
Systems dept. units as needed. 

F. Assigns technical support staff to other 
Systems units (e.g. , Novell network , network 
facilities) as appropriate for specific tasks. 

G. Organizes and maintains the technical support 
workroom* 

H. Coordinates the outsourcing of repairs to 
outside vendors as appropriate and works with 
the Systems purchasing unit to evaluate and 
select outside vendors for equipment repairs. 

I. Insures appropriate supplies of spare parts 
and equipment are stocked. 

J. Organizes and provides staff for installation 
projects as needed. 

K. Works with Library departments and other 
Systems units to plan, coordinate and schedule 
moves and major shifts of equipment to insure 
that equipment is assigned appropriately and 
will function correctly. 
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COMPUTER HARDWARE INSTALLATION AND REPAIR (30%) 

A. Diagnoses and troubleshoots computer hardware 
and software raalf unctions . 

B. Coordinates with library staff to facilitate 
hardware repairs • 

C* Repairs equipment on site or in repair 
facility, as required- 

D. Installs new microcomputer and peripheral 
hardware and software within Central and 
branch libraries • 

E. Re-configures existing hardware and software 
as required to meet changing requirements. 

F. Monitors, updates, and maintains Help Desk 
database regarding jobs assigned as directed 
by Library Systems policy, 

WORKLEADER (15%) 

Supervises staff in unit which performs various 
technical support functions including installation 
and troubleshooting of hardware and software, 
repair of hardware, and building specialized cables 
to connect equipments 

A. Trains and assigns work to new and continuing 
staff • 

B. Schedules staff to insure coverage as 
needed . 

C. Hires employees in conjunction with immediate 
supervisor. Screens applicants, interviews 
candidates and makes selection decisions. 

D . Communicates expectations on performance 
standards , university procedures , and work 
rules . 

Assists supervisor in preparing and conducting 
evaluations of performance standards , 
university procedures , and work rules , 
including communicating and discussing results 
with staff. 

F. In coordination with supervisor makes 
recommendations concerning merit increases and 
reclassifications . 

G. In consultation with the department head, with 
the Staff Personnel Office, and in conformance 
with the university, policy and/or labor 
agreement, recommends corrective/disciplinary 
action, up to discharge • 

H. Assists supervisor in resolving staff 
complaints and/or requests for grievance or 
administrative review, in consultation with 
the department head and with Staff Personnel 
Office. 

I. In consultation with supervisor updates job 
description cards as required. 
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TECHNICAL KNOWLEDGE AND USER ASSISTANCE (10%) 



D A. Instructs and advises library staff, at all 

levels, in the correct use and maintenance of 
automated equipment. 

M B. Provides technical training on proper use and 

care of specific hardware and peripherals. 

4. LIBRARY SYSTEMS INSTALLATION AND OPERATION (5%) 

M A. Configures and installs data communications 

devices including ports and cabling. 

M. B. Builds cable paths to provide phone service 

from telecommunications demark to workstation. 

5. OTHER RELATED FUNCTIONS (5%) 

M A. Acts as backup to Systems Dept. purchasing 

personnel . 

W B. Maintains current knowledge of new computer 

and communications hardware and software by 
reading books, magazines, and journal and 
interaction with vendor contacts. 

W C. Assists Help Desk staff with recording and 

scheduling responses to Help Desk requests. 

W D. Participates in the Library Systems Quality 

Management methods and techniques. 

D E. Handles all library materials according to 

accepted library preservation practices as 
presented in the library training sessions. 

D F. Abides by rules for safety and security as 

presented in the library training sessions. 

As G. Other tasks as assigned per classification. 

Needed 
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SKILLS AND KNOWLEDGE 
Sel ec t i on Fvmct . /Task/ 

Import* 

R Ability to work well in a team environment. 1-5 

R Strong dedication to quality customer service. 1-5 

R Ability to develop and maintain excellent interpersonal 1-5 
relations with end-users at all locations. 

R Knowledge of data and telecommunications industry standards 1,3-4 
and UCSD Library implementation. 

R Knowledge of digital and analog electronic theory. 1-5 

R Ability to operate electronic test equipment (e.g., 1,3 
multimeters and time domain ref lectometer ) . 

R Analytical skill in troxibleshooting and diagnosing problems 1,3-4 
with equipment and ability to take appropriate action* 

R Skill in the use of a variety of small and specialized 1,3 
hand tools. 

R Effective written and oral communication. 1-5 

R Ability to learn and effectively assimilate and apply 1-5 
new technical information* 

R Knowledge of quality principles and ability to apply the 1-5 
techniques . 

R Ability to communicate with individuals and groups. 1-5 

R Ability to maintain regular attendance and be dependable. 1-5 

R Knowledge of campus and library networks to 1-^ 
assist users and troubleshoot the Library segments. 

R Knowledge of campus and library policies, procedures, 1-5 
organization and structure. 

R Knowledge and skill in the use of Innopac, Novell, terminal 1-4 
servers, and an ethernet TCP/IF network sufficient to 
monitor the systems and do basic troubleshooting. 

R General knowledge of library preservation principles. 1-5 

R Knowledge and skill in the use of Dos, Windows, Novell 1-5 
Netware, and Apple operating systems sufficient to use 
and do basic troubleshooting. 

R Ability to read blueprints and CAD drawings and determine 1,3-4 
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location of network and equipment based on those drawings. 

R Ability to read schematic drawings to troubleshoot l/B- 
electronic equipment. 

R Ability to organize facilities and staff to accomplish 1,3 
tasks and Hieet deadlines. 

R Ability to work under pressure, 
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POSITION DESCRIPTION 



PERSONNEL DEPARTMENT USE ONLY 
Approved Payroll Title: 

Personnel Program : AFSCM Eff. Date: 

EDUI Designation : CX 



DEPARTMENT REQUEST FOR: 
Proposed Title: 
Date Received: 



EMPLOYEE 

Name : 

Payroll Title: DATA PROCESSING PRODUCTION COORDINATOR 

Telephone : 4-1284 Mail Code: 0175T 



SUPERVISOR 

Name : 
Payroll Title: 
Telephone : 



POSITION INFORMATION 

Work Location : CENTRAL LIBRARY SYSTEMS 

Appointment Type : CAilEER/ CASUAL End Date of Appointment: INDEF 
Percentage of Time: 50/50 Conflict of Interest Designation: NO 
Schedule : 



TYPE OF SUPERVISION RECEIVED 
Direction 



SUPERVISION 
None 



DUTIES SUMMARY 

Monitors library computer systems and equipment (e.g. , Innopac, 
Novell, terminal servers and general network activity). Monitors 
and works on the Help Desk. Enters requests for help received 
through email or via the telephone into the Help Desk Databases- 
gathers additional information as needed; troubleshoots and solves 
or assigns calls/problems as appropriate; sends confirmations of 
calls received and confirmation of jobs completed to department 
contacts. Programs and maintains programming code for Location-ID 
Equipment Inventory Database; collects and maintains inventory and 
configuration data on all automation equipment for the Library. 
Produces lists, disk files, and forms of records for various 
Library users and transmission via FTP to outside agencies. Loads 
and converts records received on tape/diskettes from various 
sources. Maintains current knowledge of the systems, PCs, Novell 
network, and network facilities to provide user assistance. 

SPECIAL COli^DITIONS OF EMPLOYMENT 

Provides after hour on-call emergency support by telephone as 
required. Works in machine room when necessary. Subject to 
occasional overtime and call back. 
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Computing Resources Manager (A&PS6) 
4-1287 Mail Code: 0175T 



Froq . Function/TasX 



!• HELP DESK FUKCTIONS (30%) 

Performs functions of help desk request 
assimilation, problem resolution, call assignment, 
and help desk coirjnunication^ Helps to coordinate 
help desk functions and database maintenance. 

D A. Takes incoming problem requests associated 

with software, computers and peripheral 
devices, including printers, modems, CD-ROM, 
and input devices; Library systems^ i^:^*' 
Innopac, Novell); and the network facilities. 
Enters information from request into the Help 
Desk database for approximately 300 staff 
using 350 PCs and Macintoshes, 250 terminals, 
and 400 printers. 

D B. Initiates first level problem rssolution. 

Clears busy records and blocked processes, 
resets ports, checks for incorrect system 
setups and resets to correct settings, checks 
for damaged system files, checks for loose or 
improper hardware connections, and checks for 
common network errors. Analyzes and resolves 
problems with both bibliographic systems and 
library systems . If problem resolution is 
still not complete, assigns calls to 
appropriate technical staff for call 
completion. 

D C. Using established quality service techniques, 

responds to assigned service calls from the 
Help Desk database to ensure customer requests 
are met as required by priority. Makes 
regular updates to the Help Desk database to 
reflect current status of various calls. 

D D. Sends confirmations of calls entered and those 

completed to departmental. contacts and 
resolves problems as needed . 



2. COMPUTER OPERATIONS FUNCTIONS (25%) 

Helps with coordination and performance of daily 
operations of, as well as computer system 
maintenance of, the library bibliographic system. 

D A. Assists in the management and coordination of 

the daily operations of Innopac, the UCSD 
online catalog system. 




Monitors the Innopac system, which resides on 
two UNIX-based machines and is accessed over 
an ethernet TCP/IP network, to ensure 
continuous and smooth operation and uniform 
access , 

Responsible for coordinating, updating and 
generating reports using a FoxPro database 
which contains all Innopac user access 
authorization records. 

Performs operations maintenance (backup, 
logging , running system checks , purging 
records, etc) to maintain needed records for 
troubleshooting and meeting UCSD Audi.t 
standards. 

Assists with hardware and software maintenance 
and repair with Library Systems technical 
support staff, library staff and the system 
vendor (Innovative Interfaces, Inc.) . 

Loads records received on tape into the system 
(e.g., serials invoice tapes, cataloged 
bibliographic records, authority records). 
Converts records as needed. 

Transmits files using FTP (file transfer 
protocol) to DLA (monographs and serials) to 
update Melvyl. Communicates with DLA to 
resolve any problems arising with the 
transfer. 

Downloads information from Innopac; inputs 
data into statistical spread sheet {SC4) and 
generates reports calculating system usage. 

Using a UNIX-based machine monitors status of 
terminal servers and PC Hubs (as well as 
various other network devices) which support 
eight library branches as well as central 
library. Troubleshoots and resolves or refers 
network problems as appropriate. 

Responsible for maintaining IP address- to- 
Ethernet address (BOOTP) tables for all library 
networked equipment across multiple IP subnets. 
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INVENTORY CONTROL FUNCTIONS (15%) 

Responsible for database maintenance as well as 
report generation from library ' s automation 
equipment inventory program. Helps form policy for 
inventory control and improvements in current 
inventory process ♦ 

A* Maintains ^LOCATION ID (LOC-ID) Database 

designed to track physical location, local 
configuration, network configuration and 
specific data about all automation equipment 
throughout the library for inventory and 
management purposes. Responsible for 
maintaining database integrity, 

B. Collects and maintains inventory data for the 
LOC-ID Database. Labels all library automation 
equipment with LOC-ID and Device ID barcode 
labels (generated from LOC-ID Database code) • 
Updates database to indicate all movement of 
library automation equipment . 

C. Writes, develops and produces general and 
specific inventory and statistical reports from 
LOC-ID Database, 

D. Helps form policy and procedure for 
maintenance, use and training for use of 
LOC-ID databases and for the general library 
automation eq^iipraent inventory process. 



TECHNICAL KNOWLEDGE AND USER ASSISTANCE (10%) 
Maintain ' s working knowledge of various library 
systems, network communications, software packages 
and hardware devices as well as strong interpersonal 
skills to provide first-level troubleshooting, 
problem solving and user support, 

A. Maintains current knowledge of bibliographic 
systems' general uses and hardware 
configurations in order to provide user and 
vendor assistance and direction in regard to 
the operation and maintenance of those 
systems. 

E. Maintains current knowledge of PC software 
set-ups and uses as well as hardware 
configurations for use in performing 
responsibilities and for providing user 
assistance and support. 



D Maintains current knowledge required by job to 

be able to trouble shoot probleins users are 
experiencing related to the Library's Novell 
LAN, ethernet TCP/IP network and Innopac 
bibliographic systeins for trouble-shooting or 
referring problems. 



5. COMPUTER PRODUCT PREPARATION AND DISTRIBUTION (10%) 

Trained in efficient use of computer software, 
hardware and printing devices for production and 
distribution of various reports and other computer 
products* 

W A* Generates statistical reports froin Help Desk 

database, LOC-ID database, SC4 and Innopac. 

D B. Produces and distributes or oversees the 

production and distribution of various Innopac 
reports and products (e.g. , purchase orders , 
order claims, new headings list and 
circulation notices) . 



€. OTHER RELATED FUNCTIONS (10%) 

M A. Creates and distributes the monthly calendar 

of Innopac scheduled tasks and projects using 
PC-based software. 

D B. Develops and maintains multi-user programming 

code for the LOC-ID database and the Innopac 
Users Access database programs written/compiled 
in FoxPro2. 

D C. Participates in the Library Systems Quality 

Management methods and techniques. 

D D. Handles all library materials according to 

Siccepted library preservation practices as 
presented in the library training sessions. 

D E. Abides by rules for safety and security as 

presented in the library training sessions. 

D F. Other tasks as assigned per classification. 
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SKILLS AND KNOWLEDGE 
selection Funct./TasX# 
Import. 



R 



Ability to work well in a team environment. 1-6 

R Strong dedication to quality customer service. 1-6 

R High self--motivation and self-discipline. Ability to 1-6 
work independently and meet deadlines in an environment 
of multiple and changing priorities. 

R Ability to develop and maintain excellent interpersonal 1-6 
relations with end-users at all locations. 

B Knowledge of quality principles and ability to apply the 1-4 
techniques. 



R 



Ability to communicate with individuals and with groups. 1-6 
R Ability to maintain regular attendance and to be dependable. 1-2 
R Ability to maintain confidentiality. 

R Knowledge and skill in the use of microcomputers 1-6 
and various software packages for woidprocessing, 
database management, spreadsheets, communications and 
others as needed sufficient for use and basic 
troubleshooting . 

R Knowledge and understanding of the basic principles of 1-4, 6 

computer programming, boolean logic and database 
maintenance . 

R Basic knowledge of the various components and 1""4 
configurations of common microcomputers, peripheral 
devices, printers and network equipment. 

R Skill in recognizing system error conditions and applying 1-2, 4-5 
logic and experience in rectifying them. 

R Knowledge of campus and library networks to assist users 1-2, 4-5 
and troubleshoot . 

'r Knowledge of campus and library policies, procedures, 1-6 
organization and structure. 

R Knowledge and skill in the use of Innopac, Novell, teirrainal 1-2, 4 
servers, and an ethernet TCP/IP network sufficient to 
monitor the systems and do basic troubleshooting. 

R General knowledge of library rules for safety and security. 1-6 
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R General knowledge of library preservation principles. 1-6 

R Knowledge of general troubleshooting techniques. 1-5 

R Ability to assimilate information from various symptomatic 1-6 
problems and to logically deduce probable problem causes. 

R Understanding of physical and logical layout of 1-4 
magnetic tapes. 

R Familiarity with FTP (file transfer protocol) sufficient to 1-2 
send and receive files. 

R Knowledge and skill in the- use of Dos, Windows, Novell 1-6 
Netware, and Unix sufficient to use and do basic 
troubleshooting . 
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POSITION DESCRIPTION 



PERSONNEL DEPARTMENT USE ONLY 
Approved Payroll Title: 
Personnel Program : 
EDUI Designation : 



Eff. Date: 



DEPARTMENT REQUEST FOR: 

Proposed Title: Electronics Technician Trainee 
Date Received: 



EMPLOYEE 

Name : 

Payroll Title: L.A- III 

Telephone : 4-6371 Mail Code: 0175T 



SUPERVISOR 

Name : 

Payroll Title: Computing Resources Manager (A&PS6) 
Telephone : 4-1287 Mail Code: 0175T 



POSITION INFORMATION 

Work Location : CENTRAL LIBRARY SYSTEMS 

Appointment Type : CAREER End Date of Appointment: INDEF 

Percentage of Time: 100 Conflict of Interest Designation: NO 
Schedule : 



TYPE OF SUPERVISION RECEIVED 
Close Supervision 



SUPERVISION 
None 



DUTIES SUMMARY 

Under close supervision installs, troublshoots , and repairs a wide 
range of Library automation equipment. Makes recommendations for 
replacement or outside vendor repair as appropriate. Assists with 
maintaining the CAD drawings of the library facilities and network 
to insure the ability to add new equipment and track problems with 
as little disruption to other users as possible. Assists with the 
inventory control of automated equipment. Provides technical 
support and instruction to library staff as needed for them to 
access the resouces they need to do their work. 



SPECIAL CONDITIONS OF EMPLOYMENT 

May be required to work occasional evenings, weekends, and 
overtime , 
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.So 



Freq, 



Function/Task 



The Systems Dept. provides support for over 350 
networked PCs and Macinstoshes and 250 terminals 
plus a wide range of peripheral equipment. 
Software supported includes WordPerfect, FoxPro , 
cc:Mail and other packages available on a Novell 
network. Systems staff must understand the 
hardware and software which make it possible for 
Library staff to access local, national, and 
international resouces =*':ross the campus network 
and through the Internet. 

1. COMPUTER HARDWARE INSTALLATION AND REPAIR (50%) 

D A. Diagnoses and troubleshoots computer hardware 

and software malfunctions. 
D B. Coordinates with library staff to facilitate 

hardware repairs • 
D C. Repairs equipment on site or in repair 

facility, as required. 
W D. Installs new microcomputer and peripheral 

hardware and software within Central and 

branch libraries. 
M E. Builds specialized cables to connect equipment 

as beeded by customer. 
W F» Re-configures existing hardware and software 

as required to meet changing requirements. 
D G. Monitors, updates, and maintains Help Desk 

database regarding jobs assigned as directed 

by Library Systems policy. 

2. INVENTORY CONTROL AND MANAGEMENT (30%) 

D A. Maintains records of description and location 

of automation equipment. 
W B. Assigns and updates location IDs using the LOG 

ID database to provide technical information 

for troubleshooting and inventory control to 

meet UCSD audit standards. 
M C. Maintains CAD drawings that show location IDs 

corresponding to physical location. 
Q D. Produces departmental inventories using LOG ID 

database information at regular intervals to 

meet Library and UCSD audit standards. 

3. TECHNICAL SUPPORT (10%) 

D A. Instructs and advises library staff, at all 

levels, in the correct use and maintenance of 
automated equipment. 

M B. Provides technical training on proper use and 

care of specific hardware and peripherals. 
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LIBRARY SYSTEMS INSTALIATION AND OPERATION (5%) 

A. Configures and installs data communications 
devices including ports and cabling. 

B. Builds cables and connectors to meet 
specialized requirements of the Library's 
network environment. 

C. Builds cable paths to provide phone service 
from telecommunications demark to workstation. 



OTHER RELATED FUNCTIONS (5%) 

A* Maintains current knowledge of new computer 
and communications hardware and software by 
reading books, magazines, and journal and 
interaction with vendor contacts. 

B. Assists Help Desk staff with recording and 
scheduling responses to Help Desk requests. 

C. Participates in the Library Systems Quality 
Management methods and techniques. 

D. Handles all library materials according to 
accepted library preservation practices as 
presented in the library training sessions. 

E. Abides by rules for safety and security as 
presented in the library training sessions. 

F. Other tasks as assigned per classification. 



SKILLS AND KNOWLEDGE 
Selection Fimct . /Task# 

Import . 

R Ability to work well in a team environment. 1-5 

R Strong dedication to quality customer service. 1-5 

R Ability to develop and maintain excellent interpersonal 1-5 
relations with end-users at all locations. 

R Knowledge of data and telecommunications industry standards 1,3-4 
and UCSD Library implementation. 

R Knowledge of digital and analog electronic theory. 1-5 

R Ability to operate electronic test equipment (i.e., 1,3 
multimeters, and oscilloscope). 

R Analytical skill in troubleshooting and diagnosing problems 1,3-4 
with equipment and ability to take appropriate action. 

R Skill in the use of a variety of small and specialized 1,3 
hand tools. 

R Effective written and oral communication. 1-5 

R Ability to learn and effectively assimilate and apply 1-5 
new technical information. 

R Knowledge of quality principles and ability to apply the 1-5 
techniques. 

R Ability to communicate with individuals and groups. 1-5 

R Ability to maintain regular attendance and be dependable. 1-5 

R Knowledge of campus and library networks to 1-3 
assist users and troubleshoot the Librar segments. 

R Knowledge of campus and library policies, procedures, 1-5 
organization and structure. 

R Knowledge and skill in the use of Innopac, Novell, terminal 1-4 
servers, and an ethernet TCP/IP network sufficient to 
monitor the systems and do basic troubleshooting. 

R General knowledge of library preservation principles. 1--5 

R Knowledge and skill in the use of Dos, Windows, Novell 1-5 
Netware, and Apple operating systems sufficient to use 
and do basic troubleshooting. 

R Ability to read blueprintw and CAD drawings and determine 1,3-4 
location of network and equipment based on those drawings. 
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Ability to read schematic drawings to troubleshoot 1,3-4 
electronic equipment. 



UNIVERSITY OF COLORADO AT BOULDER 
POSITION DESCRIPTION 
SYSTEMS LIBRARIAN 



JOB SUMMARY: The Systems Lib 
position reporting to the Assi 
The Systems Librarian works cl 
Administrative Cabinet and Cou 
and developing all aspects of 
nications. The Systems Librar 
various agencies for testing, 
operations of automated system 
Alliance of Research Libraries 
for Research (BCR) , OCLC, and 
Ser^/ices and Telecommunication 



rarian is a tenure-track faculty 

stant Director for Administration* 

osely with the Libraries 

ncil in coordinating, overseeing 

library automation and telecommu- 

ian serves as a liaison with 

implementation, and ongoing 

s. These include the Colorado 

(CARL) , the Bibliographical Center 
the campus Computing and Network 

Services . 



JOB RESPONSIBILITIES: 



1. 



Provides leadership and direction in the development, 
implementation, and utilization of automated library systems 
in conjunction with the Libraries Administrative Cabinet and 
Council . 



Serves as liaison with CARL for testing, implementation, and 
ongoing operations of CARL subsystems and products used by 
the CU-Boulder Libraries. The Libraries are a founding 
member of this alliance which has developed an Online Public 
Access Catalog (PAC) and Circulation System using CARL 
software and shared Tandem computers. Various subsystems 
and capabilities are under development, including authority 
control, serials, and acquisitions. 

Provides technical support for microcomputer hardware and 
software, library telecommunications systems, and local area 
networks . 

Ser^/es as the Libraries resource person to provide up-to- 
date information on library automation, computer hardware 
and software, and trends in the field. 

Works in close coordination with all library departments and 
outside agencies to avoid duplication of ef t'ort*^ and to keep 
appropriate people up-to-date on computer relcited activities 
and develcpnients . 



Works with and .-.orvor, as a liaison to the campus Computing 
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and Network Services and Telecommunications Services, the 
Bibliographical Center for Research, OCLC, RLIN, vendors, 
publishers , and other national telecommunication networks • 
In cooperation with these groups, develops interconnections 
between campus library systems, CARL applications, and 
national systems • 

1. In conjunction with pertinent departments and divisions of 
the Libraries, writes and maintains documentation and 
training materials for all automated library systems, 

8. Trains, supervises, assigns, and reviews work of staff 
responsible for maintaining and troubleshooting for 
equipment and software, including CARL terminals and 
multiplexors , microcomputers, OCLC terminals , 
telecommunicating equipment, etc • 

9. Communicates systems information clearly to both technical 
and non-technical audiences. Keeps Libraries staff 
informed of automation and telecommunication developments. 

10. Performs other related duties as assigned, 

I'ENURE AND PROMOTION RESPONSIBILITIES: Develops and maintains a 
consistent level of scholarly, professional and community 
service, communication and activity through such avenues as: 

1, professional memberships and conference attendance; 

2, service to the institution, the profession, and/or the 
community through serving on committees and boards, in 
elective office, etc, ; 

3, active inquiry or research leading to publication; 
other publication activity, including editing, 
reviewing, refereeing, etc, ; 

4. presentation of papers, participation in panel 
discussions ; 

5. teaching; 

6. participation in appropriate continuing education 
opportunities. 



Harvcird University Library 
Office for Information Systems 
Position: Systems Librarian 

The Harvard University Library is actively involved in the development and use of 
large-scale computer systems and is seeking a qualified and energetic person to join 
its Office for Information Systems. This position in\'olves the full range of system 
development and maintenance tasks including anah'sis, functional design and 
specification, programming, testing and debugging, and implementation. HUL is a 
large, complex, and dynamic organization that expects to support an e\'er growing 
and more diverse set of automated services. 

Requirements: Master's degree in Library or Information Science or equivalent 
experience; familiarity with automated library applications; demonstrated aptitude 
for computer programming; excellent oral and written communication skills. 
The ideal candidate will also be familiar with MARC formats, IBM mainframe 
operating systems and languages, particularly PL/1 and BAL, and have experience 
in research libraries. Familiarity with a broad range of computing platforms (e.g., 
UNIX, DOS, Windows, Macintosh) and other computing languages and protocols 
(e.g., C, TCP/IP) is highly desirable. 
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MICROCOMPUTER AND DESKTOP APPLICATIONS SPECIALIST 



The OzzLze fcr Inf crT^atiicr. Systeir.s provides technical and user 
supporL for MOLLIS, the large-scale integrated library manager.^r::^ 
system used throughout the library system at Harvard. The 
Networking and Desktop Systems group is responsible for 
supporting access to HOLLIS and other library information systems 
both through a large dedicated terminal network and by means of 
network-attached microcomputers. The group also supports 
administrative desktop computing within the Office for 
Information Systems and other Harvard University Library units. 

Reporting to the manager of the Networking and Desktop Systems 
Group and working in close co-operation with other group members, 
the primary responsibilities of the Microcomputer and Desktop 
Ap.jlicaL ^oiis Specialist will be to 1} provide support for 
software setup, configuration and utilization on the desktop 
machines in the Harvard University Library and 2) provide support 
for microcomputer client communications software (TN3270, telnet, 
Gopher, Mosaic, together with vendor- suppl led clients) used 
throughout the Harvard University Libraries for information 
delivery and management 3) along with other members of the NDS 
group, support the HOLLIS terminal network. Other areas of 
responsibility v;ill i.nclude: configuring and installing new 
microcomputers on the HUL LAN; serving as backup Novell LAN 
adm.inist rator ; writing and organizing documentation; developing 
and supporting record- keeping databases; selection and evaluation 
of new software packages; advising OIS and HUL management on new 
uses of desktop computing. 

Requirements: College degree; 2-3 years relevant job experience; 
expertise in microcomputer (both PC and MAC) support functions 
acquired through job experience; experience in a production 
Novell LAN environment; solid understanding of basic data 
communications; excellent interpersonal and user-support skills; 
very strong oral and written communication skills. Strong skills 
in a range of microcomputer software packages, preferably 
including a number of the following: WordPerfect, Paradox and/or 
DBASE IV, LOTUS 123, Freelance, FT? Software or similar PC TCP/ I? 
.^>oi v.war-j , MSWORD, EXCEL, rilemaker. Other desirable 
ski lls/oxperience include: familiarity with wide-area networking 
(Interr>^*<: and such tools as gopher, Mosaic, Netnews readers, 
etc.); an understanding of operating desktop-based mail packages; 
comfortable working with microcomputer hardv;are (installing 
cards, adding memory). The successful candidate will have a 
proven record showing the ability to work well under pressure i:: 
a very busy environment together with a high degree of 
flexibility and willingness to perform a wide-range of tasks' :n 
rht^ rr-Mrnr. f h:r.,''h^^r day - t'o ■■ 'i<iy work. Familiarity with th^--- 
'''Mr.pu* i iv.j /iii(i/'cn libiary ^ ^riv . i i^rv - !il <it lidivard a stjong pluj;. 



JEST COPY AVAILABLE 



IOWA. STATE UNIVERSITY 



Professional & Scientific 
Position Information Questionnaire 



CURRENT POSITION DESCRIPTION (Informational Purposes Only) Date: 
REQUEST FOR CL^SSIHCATION REVIEW OF CURRENT POSITION (Reclassification) Date: 
X.. REQUEST FOR CLASSinCATION OF NEW POSITION Date: 5-9-94 



GENERAL BACKGROUND INFORMATION 




Name; 

Current Title: 


Current Qass Code: 
Current Pay Grade: 


Proposed Title: Systems Support Specialist Iff 


Proposed Pay Grade: 


Department: Automated Systems 


College/Division: Library/ Lihraiy 


Campus Address: 34 Parks Library 


Work Phone: 


Supemsor's Name: Jerry V. Caswell 


Campus Address 33 Parks Library 


Supervisor's Title: Assistant Director for Automated Systems Work Phone: 4-5704 

: —- ' 



I. JOB SUMMARY 

Briefly describe the basic purpose of the position. 

To provide the librarv with installation, maintenance and upgrading of computer hardware ^'"\^^'"'^7'=\^7;^"'^^^^^^^ 
maintenance, and ma^aeement of network hardware and software, recommendations for '^^^ .^^^"^^^ ^l[''^Z-TrZ 
hardware and software. To prcMde consultation and expertise to aU departments :md divisions of the library m the 
previously mentioned areas. 
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11. DUTIES AND RESPONSIBILITIES 



List and explain the essentia] duties and responsibilities of the position starting with the most Important and working through 
to the least important. Be complete. Indicate the average percentage of time spent performing each separate job duty. 
Consider work performed over a 12-month period to account for cycUcai variations. The percentages should total 100%. 
Please describe only those duties that occupy at least S?o of the incumbeofs time. Be specific and use action verbs in 
describing vour duties: express in quantitative terms when possible. (Attach additional sheets if necessary) 



% of Time 
25 



25 



15 



10 



10 



05 



Duties and Responsibilities 

Provide installation, maintenance and upgrade support for various 
computer platforms used within the library, including DOS 
compatibles. Macintoshes, and UNIX workstations. This includes the | 
process of upgradmg hardware and software, deciding whether | 
hardware needs to be repaired or replaced, and resolving problems 
encountered with various software packages. 

Provide network support for the various computer platforms used 
within the library, including DOS compatibles. Macintoshes, and 
UNIX workstations. This requires instaiUng, operating, maintaming, 
and managing network systems such as Novell Netware, Appletalk, 
and UNIX Network File System (NFS). Provide installation and 
configuration of ethemet, token ring, and other adapters, network 
fde servers, networked CD-ROM drives, cabling, and the appropriate 
software accompanying each network type. 

Consult with library departments and di\isions on the purchase of 
new computer hardware or software for the DOS compatible, 
Macintosh, and UNIX workstation platforms. This requires that the 
incumbent be in communication with various library groups and 
Individuals about computer hardware and software needs and 
requirements, consult with computer hardware and software vendors 
as needed, and make recommendations on what products to purchase 
and where they may be purchased. 

In coordination with the Computer Instruction Librarian provide 
instructional help to library staff on computer hardware, software, 
and network systems. 

In coordination with the Lead Systems Analyst provide programming 
assistance for various types of carmed software packages on DOS 
compatibles. Macintoshes, and UNDC workstations. 

Provide consultation for funding proposals of computer hardware and 
software. This includes providing up-to-date technical and cost 
information about computer hardware .and software for required 
proposals. 
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Consult with groups or mdividuals wthin the university and outside 
the university on new implementations of computer hardware and 
software. This requires that the mcumbent stay apprised of what 
other computer installations are doing with computer hardware and 
software. 

Maintain awareness of new developments and trends m the area of 
responsibility by reading and consulting computer related journals 
and books. 



Total of all percentages should equal 100%. 



III. KNOWLEDGE & EXPERIENCE 
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A. KNOWLEDGE 

1. List specifically tbc degrees, technical training, or post-high school course work required to qualify for this fH:)sition and 
justify how the level of education or training Ls essential to the performance of the duties and responsibilities. 

B.S. degree in Computer Science or equivalent information technology program. The person in this position needs to 
be able to associate computer related theory, concepts and knowledge with practical experience. 

2. What other knowledge, skiUs, or abilities are required Ln order to carry out the duties of thLs position? 

The incumbent must be able to communicate effectively on may different levels with all the individuals and groups that 
wiU be encountered in this position. The incumbent m^ost be able to manage a large number of concurrent tasks on 
a daily basis and possess the mechanical skiUs that wiU enable him or her to provide mamtenance on different types 
of computer hardware. The incumbent must be able to write instructions for hardware or software use, vanous types 
of reports and grant proposals. Tlie incumbent must be able to give instructional help to individuals and groups. 

3. What licenses or certifications (e.g., pharmacy license or accounting CPA), if any, are required for the position? 
None. 

B. EXPERIENCE 

1. Please describe the type and least amount of work experience required, if any, for a person coming into this position 
and justify how the experience is essential to the performance of the duties and responsibilities. 

Type of Experience Needed Amount of Experience Needed 

Needs to have a wide range of computer related Three years of computer related experience. 

experience on DOS compatibles, including the 

installation, maintenance, and software support. 

Needs to have experience with the management of a 

Novell Netware netAvcuk system, including installation, 

maintenance, and software support. 

After being hired or moved into this position, how much on-the-job training is required to Icain all the major duties 
and be able to perform them well? 

Depending upon the level of related experience and knowledge, a new person would need six months to a year to be 
able to function well within the job requirements. 



IV. COMPLEXITY 



1. Describe several of the more difScult and complex problems or projects that have been handled by this posilion in the 
past twelve months. For new positions, describe the types of problems or projects anticipated. 

The installation and maintcuaucc of two Novell Netware 3.11 servers (one with three CD-ROM towers) and a Novell 
Asynchronous Communications Server (NACS) required a considerable amount of associative icnowledge about 
microcomputer based hardware and software and networking hardware and software. This entailed setting up the 
Novell server hardware and linking it to the building ethcmet. Then the Novell server software had to be installed and 
configured User IDs and passwords had to be established and application software had to be installed and configured 
for a networked environment. The network with the CD-ROM drives required the installation of SCSI adapter boards, 
the installation of CD drives in cabinets, the installation of a Netware Loadable Module (NLM) SCSI E>qpress to 
manage the drives, and the installation of application softv.'are that uses the drives. 

The NoveU Asynchronous Communications Server required the installation and testing of Digiboard asvuchronous ports, 
the installation of NACS software, linking the NACS server to the asynchronous of an OCLC communications 
controller, and coordinating the testing of connections with Technical Services staff and OCLC systems staff m 
Columbus, Ohio. 



V. INNOVATION 

1. Describe a part of the work that illustrates the creative or innovative nature of the job or the degree to which 
resourcefulness, ingenuity and creative thinking is required to develop new or improved methods, ideas, procedures or 
techniques. 

The position demands innovation and resourcefulness on a daily basis. When the CD-ROM towers were set up, the 
manufacturer of the cabinet was prepared to sell an expensive kit of brackets for the mounting of the drives. However, 
the then incumbent skillfully redeployed some existing hard drive brackets at no additional cost to the library. 

The incumbent might be in the middle of a hardware installation and be called upon to respond to troubleshoot a 
problematic communications connection. How to balance work priorities and when to call upon support staff are 
continuing themes in the work experience of this position. 

In an informal encounter in a haUway the incumbent might be called upon to explain the advantages of an ethemet 
over an ISN connection to a department bead that is not very computer Literate. This discussion might affect the future 
of the department and its priorities for expending its budget. Being able to explain technical issues in a clear, concise 
manner is an essential skill for this position. 
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VI. IMPACT ON INSTITUTIONAL MISSION 



A. SCOPE 



3. 



Describe the positive impact thh position has on the operations within its specific work area and/or the University 
when it is being performed well. 

The maintenance of the We servers and individual workstations b of utmost Importance to the ongoing operational 
activities of the librarv and its clientele. Approximately three dozen pubhc workstations and over seventy staf 
workstations are directly or indirectly dependent upon this position. In add.tu^n, the mcumbent .s responsible for the 
instaUation and maintenance of all the system software and most of the apphcauon software on the three servers. 

Describe the types of negative consequences for the work area and/or for the University that might result from an error 
made by someone in the position who did not ^>ossess good job knowledge or use sound judgment. 

A lack of knowledge or judgment could result in damaging or destroying the security and authorization tables on the 
file servers, thereby renderinTthe networks '.navaUable to the staff and public users. Smce both are production systems 
this would have a strong impact on the ability ot the Ubrary to conduct its daily operations. 

Express in monetary or quantitative terms the level of responsibiUty involved in this position, (i.e., directs research 
budget of $300,000; schedules 100 alumni meetings/year; advises 30 students/week) 

Responsible for the daily operation of over 5250,000 worth of computer equipment serving over one hundred library 
staff and several thousand library patrons per day. 



B. FREEDOM OF ACTION 

1. Describe the type of guidance and review the super.isor gives the incumbent in this job and how often (e.g., daily, 
weekly) that guidance and review occurs. 

Type of Guidance and Revnew How Often'^ 

Review status of projects; identify problem^ and On a weekly or biweekly basis, 

suggest ways of resolving them. 

Quarterly. 

Review divisional plans and objectives and identify 
priority of projects. 

2 Describe the departmental policies and procedures, professional standards, or formal regulations which guide the 
actions in this position (e.g., poUcies or procedures for handling an overdue account or deahng with a students 
complaint). 

The activities of the Ub.ary as a whole are governed by professional guidelines of the American Library ^o6-.non^ 
the Automated Systems Division is govemeo by the objectives and prc^dures identified in the libraiy shnjiiementation 
& Planning Manual and the library's strategic plan. 
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VII. ORGANIZATION CHART 

Illustrate supervision given/received by drawing a chart of the organizational structure, mcluding appropriate pay grades. 



L'ihyc\ftAh. 




BEST COPY AVAILABLE 

1 ?. 



VIIL INTERNAL INTERACTIONS 



1. 



Describe the type of interaction the incumbent has with other people employed by the University Consider the nature 
and level of contact encountered on n rei rular. recurring and essential basis during operations and whether the contacts 
involve furnishing or obtaining information, influencing others or negotiating. 

Within the Ubrai7 the incumbent communicates on a daily basis with library administrators, faculty, P&S staff, merit 
staff and student' employees. This includes discussions about planning hardware purchases supplvmg informauon on 
request, negotiating installation activities. Interpreting users' needs, and troubleshooting technical problems. 

Outside the Ubrarv the incumbent communieates on a weekly basis with coUeagues in the Computation Center and 
Telecommunications Office and with miiversity faculty and students. This includes researchmg technical mformation 
and responding to requests for access to public library systems. 



IX. EXTERNAL INTERACTIONS 

1. With whom does the position renulariv commmiicate outside the University in order to perform the duties (e g., 
students, suppUers, governmental agencies, product representatives)? What is the purpose of discussion and how often 
does it occur (e.g., daily, weekly)? 



Who 

Computer hardware and 
software vendors 



Computer programmers or 
network managers at other 
universities 



Purpose 

Obtain specifications and/ or cost 
information about prospective 
hardware or software relevant to 
library needs. 

To compare technical needs and 
solutions: to evaluate products based 
on actual usage 



How Often 

On a daily basis. 

On a wecklv basis. 
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X. LEADERSHIP RESPONSIBILITY 

1. Indicate the number of employees directly and indirectly supervised by this position: 

DIRECT SUPERVISION 
P&S .6 System Support Specialist I 

Merit 

Student .25 Research /Assistant 



INDFRECT SUPERVISION 



If not direct/indirect supervision of staff, describe the type of responsibihty the position has for directmg the flow of 
activities related to a project, task force, committee or team of staff engaged in an essential acuvity of a tmie-limited, 
regular and recurring basis. Also indicate tides of the employees the incumbent supervises and/or the projects or 
functions for which the incumbent manages. 



Type of Leadership Responsibility 

Provide guidance in selection of computer 
hardware and software with respect to library 
guidelines, tasks to be accomplished and 
budgetary constraints- 
Inform staff of new technologies and show how 
Lhey can be applied in the workplace. 

Provide training and workshops in consultation 
•with Training Librarian. 



Titlefs^ Supervised/Projectfs) Manaced 

Manages local area networks and both staff and public 
workstations for entire library; manages installation and 
upgrades to workstation and network software for all library 
staff and users. 

All library staff. 



All librarv staff. 
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XI. PHYSICAL CONDITIONS 



1. Describe the working conditions of your job, including any unpleasant features like heat, cold, exposure to chemical 
substances, etc Take into consideration lighting, temperature extremes, noise pollution, air pollution, work hazards, 
and the possibility of disease. Describe the amount of physical dexterity of hand operations or other coordinated 
moaons which the job regularly requires, e.g., eye/hand coordinaaon in operating a keyboard or manual dexterity and 
exactness in the use of hand instruments. 

Work takes place in a temperature and humidity coniroUed building under fluorescent lights. The incumbent works 
with video displav monitors and microcomputers almost aU day. The incumbent needs to be able to lift and move 
computer monitors and system units, printers, and CD-ROM towers upto fifty pounds on a daily basLs. 

The incumbent needs good vision to read manuals and computer screens, eye and hand coordmation to operate a 
computer keyboard, and dexterity in opening computer equipment and installmg components. 



XIL POSITION CHANGES STATEMENTS 

If this is a request for reclassification, please indicate changes, deletions, and/or additions to the duties and responsibilities. 

This position is being reclassified as a P&S position from a faculty position because of the increasingly technical nature of 
the responsibilities. 
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MIL EMPLOYEE GENERAL COMMENTS 

Because no single questionnaire can cover every part of a job, can you think of any other information which would be 
important in understanding your job? If so, please give us your comments below. 

The position is currently vacant. 



Incumbent Signature 



Title 



Date 



XrV. SUPERVISOR COMMENT SECTION 

This portion of the questionnaire is to be completed by the employee's immediate supervisor. As a supervisor, it is 
important that you review this questionnaire and note any comments you may have next to the employee's responses, 
preferably in red ink. The space provided below is for general remarks you may have. Remember, this questionnaire is 
intended solely for the purpose of accurately describing the position and hot the person or his/her performance. 

This position description was written by the supervisor (Assistant Director for Automated Systems). 



Supemsor 

Jerry V. Casweil 



Title Date 
Assistant Director for Automated Systems 5-9-94 



XV. MANAGEMENT COMMENT SECTION 

This portion of the questionnaire Ls reserved for comments by the second-level supervisor and other management staff 
members, where applicable, who indirectly supervise this position through other supervisors. As the next level of 
management over tiis position, it is important that you review this questionnaire and note any comments you may have next 
to the employee's responses, preferably in blue ink. The space provided below is for general remarks you may have. 
Remember, this questionnaire is intended solely for the purpose of accurately describing the position and not the person 
or his/her performance. 

This position description was reviewed by the Dean of Library Services and the Librar/s Personnel Officer. 



Department Head 
Nancy L. Eaton 



Title 

Dean of Library Services 



Date 
5-9-94 



Dean/Dirccror 
Vice President 

Nancy L. Eaton 



Title 



Dean of Library Services 



Date 
5-9-94 
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Position Study # Contract 

(1 position) 



UNIVERSm^ OF MARYLAND LIBRARIES - COLLEGE PARK 
POSITION DESCRIPTION FORM 
ASSOCIATE STAFF 



Date Prepared: 
Prepared By: 
Position Rank: 



December 9, 1994 



Division: 



Academic 



.arsen 



Librarian 1 



Department: 
Unit: 



Libraries 



ITD 



Specific Position Title: 

Irma Dillon 



Systems Librarian 



Reports To: 



MATURE OF WORK: 

The Systems Librarian (1) provides direct professional support for the maintenance, 
development, and operation of the CARL applications software supporting library 
automation in 13 libraries on 11 campuses throughout the University of Maryland System. 
They work with a team of systems librarians, programmers, technicians, and computer systems 
POSITION REQUIREMENTS: operators. 
LDUCATIOK: 

Master's degree in library science from a graduate program accredited by the American 
Library Association. C(nirse work in computer science or information science is highiy 
preferred . 

EXPERIKN'CK: 

At least three years o\ relevant experience that conveys a broad, yet strong understanding 
of library automation and operations in a medium-to-large academic library setting. 
Lxpericnce working in, and for a networked library consortium environment is preferred. 
Direct experience wcu*king with the CARL System or other large-scale library automation 
system is desirable. 

(Candidates sliould jn^ssess demonstrated knowledge and experience in the following areas: 
serials and ac([u is i t i ons processing, the role of computing in libraries, and library 
automation hardware and software. Succx^ssful candidates will demonstr<Jte effective 
interpersonal skills and will display substantia] understanding of information technology 
and library science in a networked academic setting. 

Candidates ncU meet inj', the minimum I'xperience requirements may be reconsidered at tlie 
Associate Librarian II level. 
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Position Study # 



UNIVERSITY OF MARYLAND LIBRARIES - COLLEGE PARK CAMPUS 
POSITION DESCRIPTION FORM 



Date Prepared: 
Prepared by: 
Position Rank: 



ASSOCIATE STAFF 

January 25, 1994 Division: 
R. L. Larsen Department : 

Unit: 



Acaderni( 



L ibraries 



Assoc . Lib, II 



ITD 



Specific Position Title: 
NATURE OF WORK: 



user Services Team Librarians (2) 



The primary function of these two AL-II positions in the Information 
Technology Division (ITD) is to provide basic user support for University 
of Maryland System (UMS) Libraries staff in the operation and use of the 
UMS Library Information Management System (LIMS) . The UMS LIMS has been 
developed through a contract to CARL Systems, Inc. It supports 13 
Libraries on 11 campuses of the UMS. These campuses are distributed 
across the State of Maryland, and the Libraries range from the University 
of Maryland at College Park (UMCP) , an Association of Research Libraries 
(ARL) library with 1.9 million items in its database, to University 
College, the continuing educati-. n arm of the university, with 2000 items 
in its library collection. 

The UMS LIMS operates on a Tandem mainframe computer housed in 
McKeldin Library at UMCP. Data coiranunicat ions are supported by a State- 
wide intercampus telecommunications network supporting both TCP/IP and 
X.25 protocols. There are approximately 1, 000 PCs and WYSE terminals 
distributed throughout the network. In addition to the basic UMS 
Netv;ork, end users have access to a variety of remote databases via a 
dedicated communications line from College Park to CARL Systems in Denver 
Colorado utilizin.:j Tandem's propiietaiy "Expand" communications protocol. 

:'upi)oit for UML. LIMS is provided by the Information lY^clinrjl oay 
Division of the UMCP Libraries. ITD currently has a professional staff 
of cysteins libiarians supporting applications and providing basic u'^.er 
r.ui.)i-^oi. t , proqramip.ei s res].)Onr; ih)le fcr maintenance and enhan' '>.MVierit or LIM:-" 
r-ott'ware, un<l an operations staff responsible tor coini-uf^^ oi)f a at ions , 
Df-t v/oi k muijaqeiiif-.-nt , and :-y t»r'iii '/oiu" igurat ion , 

POSITION REQUIREMENTS: 

EDUCATION: 

Mrj.'.t ' df.Mji..f(^^ in liliaiy :;ci('nce fioiu a qiadu.-itt' pi oqi aiu a< 'i ( - i i i ( -d by 
Amt.'rican Lihraiy Assoi'i at ion . Course work in coiiii^utni lu'icnrf.' oi 
i nf oi inat i on sr i < ^nct - \ :\ li i 1 y ) ] < •! ( m « n1 . 

EXPERIENCE: 

At h'a:;t 1 y(-,ii oi icb-v-iut t '>:p( o i (.'nc(/ i r, i (Hjui i (/d. 
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BEST COPY AVAILABLE 



Desirable knowledge or experience: 



li) inaintrarfie computing systeiiu-. ; 

(2) PC hardv^are or softv.'are support:.; 

(3) data corruTiunicat ions ; 

(4) user or customer service support; 
;5) local area networks (LAi^JS); 

(6) integrated library automation systems; 

(7) at least one major library functional area (e.g., Teohjiical or 
Public Services) . 

(8) strong oral and written coirimunication skills. 

DESCRIPTION OF DUTIES & RESPONSIBILITIES: 

The incumbents report to the Manager of LIMS Applications and are 
members of the User Services team. This team consists of two Associate 
Librarian II's (AL-II's), the Manager of LIMS Applications (a Librarian 
II), and the Operations Manager. The two AL-II's each staff the ITD Help 
Der>k half-time. The service is provided 8:00 am to 5:00 pm weekdays. 
Presently, the Help Desk receives approximately 1500 calls per year. 
Approximately half of these calls are resolved during the call. Problems 
reported involve all aspects of system operation and CARL applications 
softv^are. In addition to help desk coverage, each incumbent v^ill be 
assigned responsibility for either maintaining ITD's user support 
infrastructure or for providing outreach services to UMS Libraries staff 
users . 

The two incumbents' ("A" & "B") nominal responsibilities include: 

Incuiabent Task 
"A" "B" 

25% 25% (1) resolving users' problems received at the Help Desk via 

t lephone or electronic mail; problems defying 
inanediate resolution are to be documented and routed to 
appropriate ITD staff; 

10% 10% (2) updating a (currently Paradox-based) problem tra(;king 
database; 

^'is 5% (3) making routine problem-escalation decisions, and 
reporting significant problems to other tecim nu-nil.-f-t s toi 
act ion; 

5'?> 5% (4) monitoring s:^'stem performance, making i out ine 
corrections/ and do- 'urrient ing problems uncov^/IfHl foi 
other ITD staff ; 

•■.7 5% (5) liaising v;ith ITD's crher suppoit- team:; ; 

:i'V. JOV, (6) providing staf £- support , a-. requested, to t Ik^ 
App 1 i c a t i on s Ma nage r ; 

! 1 OV' r7 ) othei. duties as assiciruvvi. 

'.i:*;- 0% {><) maintaining rh(- pi ol- ..f-'iu tiri<'king datal-jse an l a :..y.'! ('lu 

cont igurat ion dcit aban< ■; 
10- ('?. O) maintaining internal ITD docuiiu.nir tit i on hc^used in 

coinpul er and hard-coivy f i les; 
lOV, 01 (10) training opeiations stall" to piovi-vlc u:um support at ol. 

hours ; 

0*"*. i OV. (11) devloping and luaintaining docuiiienl at i on ani.1 tiainiiui 
ui.i t. tn i a 1 s ("onrciin bvjr;i(' t i c^ul > b >sho()t i nu and 

( 'oinput Ol / 1 mi n.j I op^ 'i at i orn; ! . >t .i t t urei r* ; 
S% ( 12) edit ing and niaint.i i n i p.vj online-' r.y :.V; (-'Hi ncvyr;! i !(':•> 1 oi 
staff ciiid the qc-ncial i"^ub]ic; 




0% 5% (13) coordinating requests for information and reports 

requested by UMS staff; 
0% 5?". (14) developing and maintain iric? various electronic mailing 

lists and call run- slK.-./t s o provide irif oi mar i cm 

to staff; 

0% \% (15) developing and niamtaiiiiria a LISTSERV foi staff 
. interaction with ITD; 



In addition, incumbents will participate in the design, development, 
implementation and operation of an ITD-v/ide information management system 
to be based on a Novell Local Area Netv;ork. 

SUPERVISORY RESPONSIBILITIES: 

None 



Incumbent ' s Signature 



"A" or "B" 



Date 



Supervisor' s Signature 



Date 



Department Head's Signature 



Date 



Associate Director's Signature 



Date 
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MICHIGAN STATE UNIVERSITY 



LIBRARIES 



FACULTY POSITION DESCRIPTION 



NAM E: D. Darren Meahl 
TITLE: Head of Systems 

SUPERVISOR: Associate Director for Systems and Access Services 

FUIMCTIOIM: Responsible for the purchase, installation, implementation. 

maintenance/repair and coordination of all library automation systems 
(cataloging, circulation, and online public access, CD-ROMs, with the 
exception of acquisitions), automated administrative support 
systems. Local Area Networks, and telecommunications. 



DUTIES: 

1. Supervise systems staff (4 FTE), consisting of Hardware & 
Telecommunications Repair Technician, Programmer/ Analyst, Systems 
Programmer, and Automated Office Systems Assistant. 



2. Coordinate operation and efifiancement of the MAGIC system. Evaluate and 
recommend purcfiase of extra-cost items; coordinate installatioii and testing of 
enhancements; handle questions from library staff about 
changes/improvements to the MAGIC system. Oversee the customization of 
the NOTIS system for the MSU Libraries by maintaining program tabif^s and 
writing specifications for data formatting for information to be loaded into {he 
MAGIC system. Serve as liaison ^o NOTIS S\'stems, Inc. Troubleshoot and 
report software, documefUation, and hardware problems, and nrranrje for and 
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implement the NSI solution; arrange for on-site training and purchase of 
documentation. 

Serve as liaison to the MSU Computer Laboratory. (Computer Lab stafi 
operate the Library's IBM 4381, and maintain the telecommunications 
equipment connecting the" Library to the 4381.) Troubleshoot and report 
problems with the 4381 and the campus network, and arrange for their 
solution; participate in hiring of Computer Lab personnel who will operate and 
maintain the MAGIC system; plan hardware enhancements to the system and 
coordinate purchase with the Lab; direct the activities of the senior MAGIC 
Systems Programmer; provide Library input to campus-wide computing 
decisions. 



Serve as the primary means of communication to Library staff and Computer 
Lab staff about the operation of Systems (MAGIC, microcomputing, networks, 
LANs, electronic mail, equipment purchases & installation.) Serve as the 
secondary source of technical information about MAGIC software operation 
for Library staff (with the Automated Office Systems Assistant being the 
primary resource). Serve as general source of assistance in trouble-shooting 
and solving telecommunication and hardware problems. 

Serve as liaison with third party vendors vA/ho provide equipment or services 
that contribute to Systems; arrange contracts and test products and services 
and arrange for equipment testing. 

Administer the budget for MAGIC and for staff microcomputer support, 
preparing budget requests for both categories, and handling the ordering, 
record-keeping, and accounting for both accounts. 

Coordinate the installation of products, equipment, etc. received via normal 
[)urchase initiatives and via grants. 

Coordinate the implementation of new automated programs ((^g., the 
automated student payroll process) afiiong the units involved. 
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MICHIGAN STATE UNIVERSITY LIBRARIES 
POSITION DESCRIPTION 



TITLE: Systems Librarian (Librarian II) 
SUPERVISOR: Head of Systems 

FUNCTION: Responsible for maintaining ALS (NOTIS) Library Management System control tables; 

for library staff automation training in Internet navigation; also responsible for testing 
new software releases. 



DUTIES: 

1 . Survey library staff training needs; develop training programs and materials; conduct training 
classes and seminars. 

2. Provide on-demand individual software support after training through personal contact, 
workshops, group meetings, and by preparing educational/informative materials in order to 
assure effective use of systems, 

3. Provide on-demand assistance in making telecommunication connections. 

4. Maintain the MAGIC tables, which customize the NOTIS software for the MSU Libraries. 

5. Serve as the source for technical information about MAGIC for the library staff. This includes 
taking problem reports, trying to replicate the problem, finding solutions to the problems or 
fi.porting them to NSI and the MAGIC programmers, and communicating the findings to the 
Library staff. 

6. Test fiGw MAGIC software releases for bugs; report bugs to NOTIS and the MAGIC 
prografvuiiers and follow up on bug resolution. 

7. Work witli various library groups, providing information on library automation possibilities. 

8. Participate in library automation planning and implementation. 



c \pprsonne POSIljf-SC 01 /I V;.*' 



Ill ii^-> 



University of Nebraska 



DATE: 
POSITION: 

REPORTS TO: 
DUTIES: 



QUALIFICATIONS: 



THE UNIVERSITY LIBRARIES 

October 1, 1994 

Assistant Automaied Sysienis Librarian, Assistant Professor, (LMiure 
leading 

Coordinator, Automated Systems 

Provide technical support for. public and technical service staff use of 
information technology and electronic resources. This includes: 1) 
Provide training of staff in the use of electronic information sources. 

2) Provide support for the integration of new technologies and new 
approaches to the delivery of information into library operations. 

3) Develop and maintain computer programs that support library 
applications. This includes maintaining gopher servers(s), writing 
scripts for library applications and sharing administration for a CD- 
ROM network. 

Required: MLS from an ALA-accredited program; two years 
professional experience in a research, academic, or special library. 
Flexibility and the ability to work independently and in cooperation 
with a variety of staff; excellent verbal and written communication 
skills; excellent analysis, problem resolution, and troubleshooting 
skills. Preferred: Systems experience in an academic library; 
experience or education in Ultrix and/or Novell and/or 
C programming language; degree in computer science or engineering; 
knowledge of distributed computing, networking and related issues; 
experience conducting training programs. 
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JOB TITLE: 
DEPARTMENT: 
REPORTS TO: 

JOB FUNCTION: 



NORTHWESTERN UNIVERSITY LIBRARY 
INFORMATION TECHNOLOGY DIVISION 

Head, Libraiy MMi:^\yeine:;r Systems 
Library Management Systems 

Assistant Universi cy Librarian for Inf ormat ion 
Technology 

Manages operation and maintenance of the NOTIS 
library management system . Supervises 2 . 5 FTE 
systems analysts and programmers . Coordinates 
activities with the University Computer Cent er . 
Confers with Library staff to analyze procedures 
and problems related to NOTIS, and designs and 
writes computer programs to solve those problems . 
Works with the Network Services and Support and 
User Support Services departments of the 
Information Technology Division which provide 
hardware support and NOTIS training. Performs a 
leading role in planning for the next generation 
of library management systems. 



DUTIES AND RESPONSIBILITIES: 



Supervises work of systems analysts and 
programmers . 

Analyzes problems from a systems and programming 
point of view and implements a solution which will 
take maximum advantage of existing sottv;are and 
data processing equipment . 

Evaluates and m(?.di f ies exist ing sysv ems ^nd 
programs to increase operating efficiency and tc 
adapt to changing Library needs. 

Designs, writes, and tests online and bat.ch 
computer programs for 1 ibrary system:^ . 

Maintains documentation., includinq op'^i :H' i nq 
instruct 1 ons , for 1 i braiy system5.> . 

Receives reports; ot pi r>b 1 '"•mr^ witli exi^-t i nq libiaiy 
systems, df^^termines th^- c\nis'' ot f^ach {'robif-m, And 
makes tiio necessary correct i( ns . 

Pt^ovidop, puppoi t f^{" I, lie lihr-try m<maq'^m.<Mit r:yst 
sof t warti out r>.ido cA h\\r^\ni'r>r> lK)ur!^ . 

Maintains security and acc^.^^s cont i 1 1.'^ lor 1 h^^ 
libi aiy manaqomf-nt MyMlr.ni. 




CO 



Serves a^s the NoL-t:hwest:ern Uni vrn's i f y '"I'HC'lil." 
1 iaisoii Mai'i i Ut^ch ijj brary .^yj-;?' . -inr; . 

.Serves a.s .-ui '•■^x - of f j :\i o member No*: :s 

Network Advisory Committee . 

Serves on other Library comm.ittees as appropriate 
Performs related duties as required or assigned. 

QUALIFICATIONS : 

Essential: Bachelor's degree in computer science or the 

equivalent combination of educat ion and 
experience . 

Thorough knowledge of the principles and 
techniques of computer system programming and 
documentation. 

Knowledge of the IBM MVS operating system, TSO, 
and IBM CICS and assembler language . 

Excellent oral and written communicat ion skills. 

Flexibility to adapt to a rapidly changing 
computer environment . 

Desirable: Experience with the NOTIS system. 

Supervisory experience . 

Master's degree in library or information science 

Familiarity witli local area networks and 
client/ server arcliitecture . 

. Familiarity witli TCP/IP and the Unix operating 
system . 



Technical Services Specialist 2 

SCMOOL OR DEPARTMENT: University Library 
REPORTS TO: Head , Network Suppoin: and Services 
SUPERVISES DIRECTLY : May supervise student assistants 
NUMBER OF EMPLOYEES RESPONSIBLE FOR: 0 

JOB FUNCTION: Administers and maintains computer systems used by 

the University Library staff and patrons. 
Provides technical expertise relative to personal 
computers, Novell networks, IBM 3270 systems, and 
asynchronous (RS- 2 32 ) communications . 
Participates in planning and designing new 
capabilities for the Library's networks and their 
connection to the University' s backbone network 
and the Internet. 

CHARACTERISTIC DUTIES AND RESPONSIBILITIES: 

1. Manages Library's local area networks. 

2. Maintains various computer hardware platforms, software 
applications, and network environments which support the 
University Library and its users. 




3. Installs and., tests computer components and systems, network 
operating systems, and major application software packages. 



Responsible for technical and user documentation for 
computer hardware and the network environment . 

Supports other Information Technology Division staff in 
consulting on relevant systoiiu:^ ; may consult dirocciy v.'iih 
Library staff regarding specialized applications. 

Assists the User Support Services Department in presr^ntino 
instruction to Library staff. 

May supervise student ass i .st ant . 

Evaluates computer hardwair* and software products xo 



determine if these should 



recommended and/or support: od , 



. Assists in developing Lr:rhnic:al budget proposals i or 
admi ni st rat ive rev i c^w . 

QIlAI. l ]''] CATIONS : 

). A Bacho loi" ' dt^gi*''.^ .in < • 1 "( 't i A c;a 1 cntj i noe li ng (;r c 'Mmpvit ( • r 

f-^f^ience, or the oquivtileni training and expei'ir'n^'' i r. <ni 

appropriate comput inq onviionmiuit . 
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A ininimum of 1 year's professional experience in an 
comparable computing env i ronirvMil . 



Oemonst I'at cd in depth knowled 
c:omputing platforms or netwoi 
p.-'rsonal Computers, DOS, and 



aiii; .••'xpcii'lencr; v;j r.h tut \ t 
oivj i roni^vojit s , ospec i ci 1 i y 
\ovoi i networks , 



4, Experience or familiarity with, or willingness to learn IBK 
3270 systems, SNA, Unix, TCP/IP, OS/2, serial communication 
protocols. 

!3 . Excellent written and oral communication skills. 
EQUAL EMPLOYMENT OPPORTUNITY JOB CATEGORY: 
STATUS : Exempt 
NUMBER : 

ABBREVIATED TITLE: TECH SVC SPC 2 
(08/30/94) 
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Position 



Rutgers Univers ity 
Description Questionnaire 



Forin 



Position Title: Head. Systems and Database Management 

poser iption Prepared by: Peter Graham ^ Date: 3/11/94 

Title: Asso ciate University Librarian for Technical S Networked 



POSIT ION PURPOSE : Why does the position exist? Provide a two-to-three 
sentence summary of the overall primary purpose of the position, 
including the position to which it reports. 

Under the general direction of the Associate University Librarian for 
Technical and Networked Information Services, this position is 
responsible for the management, development, implementation, and 
fiscal control of the University Libraries' automation efforts, and 
assists on their planning and design. As v/ell, the daily operation of 
the Library Computer Center and the physical and logical maintenance 
of the library online databases are the responsibility of the Head of 
the Library Systems and Data Base Management Department, 



DESCRIPTION OF POSITION RESPONSIBILITIES. DUTIES. AND TASKS : List in 
order of importance the major responsibilities, tasks, and duties that 
comprise the means of accomplishing the position's purpose. Starting 
with an action verb, use task statements to explain what is done, what 
action is being performed, and what is the purpose of the task (e.g. 
Balances cash in register by comparing it with the total on the 
register tape, locating and correcting errors, in order to account for 
all cash received) . Estimate the approximate percentage of time that 
each duty requires of the total working time, which should total 100%. 
Attach additional pages if necessary. 



DUTIES % OF TIME 

(1) Directs the daily activities of the staff including management 50% 
of the Library Computer Center, assigning and administering special 
projects, maintaining quality control of the University's catalog 
information^ coordinating automation implementation plans between 
Systems and individual library units, and evaluating progress towards 
accomplishing departmental goals. 

(2) Prepares and administers the automation budgets and 20 
expenditures exceeding $600,000 providing system-wide computing 
throughout the libraries and negotiates hardware, software, and 
telecorpmunicat ions contracts and maintenance agreements with vendors. 



(3) Manages the overall planning, development, implementation, 20 
operation and continuing expansion of automation activities of the 
University Libraries. Authorizes purchase of all computer hardware 
and software purchases for the University Libraries. 




(4) Formulates and implements policies and procedures affecting 10 
the future of Rutgers library automation, and serves as advisor to 
library faculty and administrators planning future computer product 
purchases and enhancements. 

1 kr. J Revised 1/93 
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tONTACTS: List below any contacts that you have as a routine function 
of this position. Indicate the frequency (e.g. daily, weekly, 
monthly), the nature or purpose (e.g. obtain or provide information, 
neaotiat4 contracts) of the contact, and any human relations skills and 
behaviors (tactful, diplomatic, even-tempered, levelheaded, courteous) 
that are routinely expected as part of the normal conduct for these 
contacts . 

The Department Head has routine contact with library administrators, 
faculty, and staff as well as library system users. Clear, concise 
communication skills are expected in order to explain how systems 
oDerate and what procedures are being used. Negotiation skills are 
needed to balance staff and resources and satisfy the demands of 
users Th- department head works with vendors to establish prices and 
to negotiate services. Participation on library-wide committees 
requires the ability to listen to problem statements, interpret user 
needs, and work towards providing services which meet those 
conditions . 

AUTHORITY: Describe the level of authority routinely allowed in the 
^iltion^ What are the most difficult decisions made? What are the 
controls* or rules limiting the incumbent's ability to make final 
decisions and to take action? Provide examples of work actions and/or 
decisions that are made without prior approval. To what extent is 
advice and guidance provided from the supervisor? 

The department head reports to the Associate University Librarian for 
Technical and Networked Information Services. The incumbent is 
expected to make independent decisions regarding existing automation 
and database quality and to work in consultation with librarians and 
library administrators in planning for future automation enhancements 
as well as new configurations in the current system. 

CHALLENGES: Describe the typical problems likely to be encountered by 
th^ incumbent in performing the position responsibilities? Describe 
any exceptional problems the incumbent may encounter in performing the 
job under normal conditions and explain the steps taken by the 
individual to resolve the problem. 

The Systems and Database Management Department head must keep current 
on all aspects of technology in the libraries, be aware of trends 
both in the automation arena and in libraries, be able to keep the 
library automation systems running successfully and yet plan to 
insure that the libraries will provide information resources m the 
most appropriate format. 
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iEXPECTFn OUTCOMES ; Describe the accountable or end results for the 
responsibilities of the position, particularly as they relate to the 
duties described on the front page. These are the end results for 
which the incumbent is expected to successfully achieve in performing 
the job functions of the position and that could be used to establish 
the performance standards for the appraisal process. 

(1) Perform a leadership role in the planning, design, development, 
and coordination of computer-based systems for the libraries. 

(2) Budget accurately to reflect current need and projects for 
changes anticipated in both fiscal resources and technological 
advances . 

(3) Encourage and challenge staff to be resourceful, innovative and 
effective in their approach to their individual areas of 
responsibility . 

(4) Direct the prompt correction of errors and inconsistencies in the 
libraries catalog database to assure that it is maintained at a high 
quality. 

(5) Cooidinate library automation activities with University 
Computing Services. 

(6) Offer meaningful training and clearly written documentation to 
assist the education of library faculty and staff. 



QUALIFICATION STANDARDS : Describe the minimum education, experience, 
or combination of education and experience required to perform the 
functions of the job. Also describe the training, knowledge, skills 
and abilities required to perform the functions of the job. It is 
important that these qualifications be stated as minimums; if they are 
inflated, they may screen out people who are qualified to do the work. 

(a) Education or combination of education and/or experience equivalent 
to: What formal education or its equivalent is required to 
perform the job satisfactorily? State the educational background 
or its equivalent in terms of areas that would provide the 
knowledge required for entry into the position. 

Requires a bachelor's degree or equivalent combination of education 
and/or experience. An advanced degree is desirable. 

(b) Experience: How much job experience is needed to perform the job 
satisfactorily? State the level and type of experience an 
applicant should have to be qualified to fill the position. 

Advanced administrative and f^iipervisory experience in a large research 
library environment. 

(c) Certifications/Licenses: List any certifications or licenses that 
an applicant must hold for entry into the position. 
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(d) Knowledge, Skills and Abilities: Detail the specific knowledge 

(ranging from some to working levels of laws, principles, etc.), 
skills (oral and written communications, interpersonal, 
analytical, etc.) and abilities (manual dexterity, etc.) essential 
to perform the job duties. This includes listing any physical 
and/or mental demands required for performing the job. Physical 
demands include both physical actions that may be required to 
perform a task (lifting, carrying) and the physical environment in 
which the task is performed (noise, chemicals, heat/cold) ; mental 
demands include both learned mental skills (reading documents or 
instruments, detailed work, language) and conditions that call for 
mental discipline (stress, multiple concurrent tasks, constant 
interruptions) . 

Knowledge of current and developing technologies which will affect the 
delivery of information services. 

Substantial successful experience in project management and 
implementation of online systems. 

Knowledge of and experience in systems design, work analysis, 
statistics, automation, micro-computing and evaluation techniques. 

Excellent communication and interpersonal skills. Must interact 
effectively with hardware and software vendors as well as with people 
at all levels of a university community. 

(e) Preferences: State any qualifications for education, experience, 
and certain knowledge, skills and abilities that are not essential 
to the position but desired. 
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POSITION DESCRIPTION 
Assistant Systems Librarian (Librarian GS-12> 

-^"^^KiPSition is located in the Automated _ Systems Division 

fn^?re'i'ple^Mrn'a?d'fdSt3srr^^^^^^^ of the jibraries' Total 

iStoSated^Library Systeia. Secondary ^J?P°"!f ^^^^^ ^ 
coordinating the application of automation to SIL circulation. 

The Assistant Systems Librarian will participate in all 
asoocts of library systems design, implementation, and 
«K Sifitration with special focus on coordinating the 
?m;.tem:nStion wiS tL library staff, f/f J^^i^^?--.; ^^^^ 
tn uhich the Automated system can be used to solve librai-y 
iro:?eSs. The incumbent will rely on professional V:nowl edge of 
Ub' S organization, purposes, operations and bibliographic 
fo-tS and standards as well as a thorough and detailed 
toGwledgSof how the system functions. The Assistant Systems 
SS^ariln Sill be a resource for library staff needing help if 

are haiing problems with the System and will then either 
helf. IIIecUy?^resolve with the supervisor, or contact the vendor 
for further instructions. 

The Assistant Systems Librarian will serve on various siL 
committees ?o develop specifications for J^^f g^^^J'S of^he 
?^r?iitate onaoing library operations so that the best \.»e of the 
system is m!SI! The incuJnbent will plan and schedule training 
?Xr the System, plan and prepare publicity and instruct :.onal 
ISblications! 4nd will do^a substantial amount of train:. ig 
S« -i;STlv The Assistant Systems Librarian will be rer.ponsib!e 
?o:' developing IlL^wide circulation procedures and policies ana 
t?-okinrstaff participation and progress m using the automated 
cl-c^lat ion system. In performing these duties the inc^imbent 
Siu use p?oSssional knowledge of library science and .ts 
prsvctical applications to best communicate the aims and 
operations of the SIL. 

Prior to the installation of each new module or major 
i™^^*.^^' thP svstem the systems Librarian will aid m the 
?%al s?SSL of ^he dltaileS planning for the System. The 
isfiBtfnrSs?ems LiSlarian participates in ^^o^i^^J^Jf „f ^ 
of the system, determining when it is not meeting the 
iS o? tie SIL and making recommendations for adjustments or 
2orxec?Lns! ^4 iScuS^ent^iH work with other library staff 
indeuendeStiy, using knowledge of library purposes and 
o5aanizalion to ens2re that each staff member has the right 
kinds ofsjstem commands assigned him/her, and the proper 
supporting procedures. 
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Tha incusibent will assuaie operations rc capons Iblllty for tho 
inatallation of all circulation software. This includes overall 
software development planning, and setting up compile options, 
ran time options, and all necessairy batches to run automated 
circulation. The incumbent will draft, propose, and implement 
policy decisions concerning all aspects of SIL circulation 
activities. The incumbent will perform procedure and work flow 
analysis for all aspects of SIL circulation. 

The incumbent will actively monitor contracts with 
automation vendors and will participate in negotiations 
representing the SiL's interests. 

The Assistant Systems Librarian will share the 
responsibility for the operation, maintenance and enhancement of 
the SIIAN and train new users on the network. Along with the 
systems Administrator, the incumbent will assume responsibility 
for how the network is used. This includes any policy issues 
concieming the network or microcomputer technolorgy in the siL. 

The incumbent will evaluate the library system, equipment, 
appropriateness of application, cost, etc. as associated with SIL 
processes and purpose. He/she will recommend to the Systems 
Administrator changes, developments, new applications or program 
specifications when necessary. 



FAC TOR l! KNOWLEDGE! 

1) Pull professional knowledge of theories and principles 
of library science, as evidenced by the professional library 
degree or at least three years work in a complex library system. 
This knowledge is used to work with other library staff and to 
plan and implement existing and new procedures on the System. 
Familiarity with the Marc formats and cataloging standards and 
procedures will be necessary. Experience with at lea^t one major 
bibliographic utility will be necessary. 

2) Thorough knowledge of automated library systems as 
evidenced by academic qualifications or experience as a systems 
librarian or similar position in a library environment. 

3) Professional knowledge of both manual and automated 
library circulation procedures and policies as evidenced by 
professional level work in a library circulation department or 
professional level work on an automated library circulation 
syvHtem or both. 

fftCTQR 2> SUPERVISORY CONTROLS; 

1) The incumbent will report to the Systems Admin jj[trator. 
Thci supervisor will set over«Xl P^^^fi^l^M^ 
example, t^e sub^^system ImpXenentationrMquence ma 
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will coBBunicate overall library policy (for exampU, that 
libraryle^^ice not ba suspended during implementation) . 

2\ The incumbent will develop detailed priorities and 
cchGdules, will work with the supervisor in proposing changes m 
fivt^Sil library policy and operations, will modify instructions 
as necLsar? S fSlfill overlu goals. The incumbent will work 
cloSeirwiS the supervisor to insure coordination of work for 
the best interest of the Libraries. 

3> The incumbent will generally be evaluated only for 
overall results and adherence to policy; however, the incumbent s 
work will be spot-checked on new or unusual assignments. 

4) The incumbent will be responsible for drafting and 
proposing new policies for SIL approval that concern his/her area 
of work. 

ffrOTQR 3; guidelines;. 

1) Guidelines are standard library practice and procedures, 
standard practice and procedures in system development, the siL's 
Total System planning documentation, and the vendor's system 
documentation . 

2) These guidelines are usually incomplete and may be 
contradictory. When such is the case, the incumbent uses 
judgement to solve problems, based on understanding of SIL 
policy, goals of the project, etc. 



v^fT ^OP A! COMPLEXITY; 

1) The incumbent is responsible f^»r implementation of a 
library System that has major impact on every person and 
operation of the SIL. In coordination with the Smithsonian's 
Office of Information Resource Management the incumbent ensures 
that the entire automation project is implemented. Thin includes 
si?e preparation, staff training, orientation, documentation 
preparation, and vendor compliance with contract. 

2i The incumbent works with library users, library staff, 
library procedures, and automated procedures; each of these 
categories is made up of individuals who are unique, and whose 
coals or objectives may be ambiguous, and often contradictory, 
incident mist create an orderly and stable system out of these 
diverse materials. 

3) Each installation of a System this comprehensive is 
unique no matter how many installations exist already. The 
incumbent will have to create new techniques and extend 
traditional ones, based on previous experience. 




1) The purpose of the work is to install and operate an 
autiiaated system that will encompass every aspect of the SIL. 

2) The Syste» will affect each staff member in some way 
evei-y day, and will affect each library user every time he uses 
tYif ^TL The System will control data on every one of the 
SvoJal million items owned by the SIL, and will be involved with 
every process that affects those items from request, through 
ordering, through cataloging, through inventory control, through 
circulation, through discard. The user interface with the system 
will play a major ?ole at SI, i.e. the Libraries' image as a 
competent, valuable part of the research process at SI will 
depend on the quality of the interactions the users have with the 
System. It is necessary, therefore, to ensure that this 
interface is as efficient and effective as possible. 

FACTOR 6: PERSONAL . CQNTA g m 

1) Contacts are with all library staff to discuss problems 
and to provide training; with systems analysts in the Si's Office 
of Information Resource Management to plan and coordinate 
installation and operation of the System; with contracts 
specialists in the Si's procurement office to supply data to 
resolve contract disputes, if any; with several levels of the 
System vendor's staff to coordinate implementation, operations, 
and maintenance; and with SIL's clientele to provide orientation 
sessions and to resolve problems they may have. 



■FACTOR 7: P URPOSE OF CONTACTS^ 

1) Most of the types of contacts listed under Personal 
Contacts involve resolving problems. Information must be 
exchanged, ideas generated and discussed, and persuasion to 
SIL-beneficial viewpoint furthered. 



f ACTOR 8t PHygTCAL DEMANDS I 

1) Most of the work is sedentary, but maintenance and 
trouble-shooting require some lifting, stooping, kneeling, 
crouching, and reaching. Boxes and equipment of up to 4 0 pounds 
must be moved. 



FACTOR 9: BWVTRONMENT.; 

1) The work is partially in offices, and partially in 
computer rooms with drafts and cold air. 



SELECTIVE -FACrPRS 



1) Knowledge of academic library processes and purposes. 

2) Thorough knowledge of autoiuated library systems. 

3) Professional Knowledge of both manual and automated library 
circulation procedures and policies. 

QUALITY RANKING FACTORS 

1) Experience in recon (retrospective conversion of cataloging) 
or other major cataloging projects. 

2) Experience in training users on online systems. 
h: \autosys\systems\Tnadaitvs.pd 
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DRAFT 



proposed Position Description Cor 
coroputor Equipment Analyst GS -lo 
Tmi-T-oduction 



ThU position i. l-5^to/;,^^Lt^'^?-"1f i'/I^I^Insi^ll'ISr 
iquipment throughout the Libraries. 



BUtlss 



1. Maintains a database of aU SIL ^S^?"^^ip„ent, 
peripherals, and "tt^J^^in^-^S"^^ ap?^oprla?e, delivlry, and 
inst^iauSn^'^ProvilSS'^pSlts for Slna,e.ent £ro» database as 
needed. 

n r«nrdinate solution to SIL microcomputer problems, such 
^A^^o^mlSht involve advice, troubleshooting, diagnosis, and 
?efe??a?!^^riSJBrecS?rent' problems for strategic response. 

3. Evaluates and/or test microcomputer equipment for 
applicability to SIL needs. 

4 Evaluates computer equipment vendors and suppliers. 

^^^^^^^^ ?rir.l?iff inr« 

with available technology. 

6. Administer the SIL local area network. Primary contact point 
for problems, Ian vendor and maintenance. 

-.fnror=eii:n!a?^i 

cabling, powe? wiring, safety issues, etc. 

8. coordinate telecommunications problems for both SIL portion of 

SIBIS and SIL microcomputers ^^J^ .^J 
Telecommunications, vendors, and data carriers. 



KNQML EDGE 

1. Familiarity with MS-DOS type microcomputers, MS-DOS 
operating system. 

2. Experience in hardware and software installation and 
trouble shooting. 

.3. Ability to reason analytically* 
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4. Knowledge of SI and industry computer standards and 
policies. 

5. Knowledge of SI and industry telecommunication standards 
and policies. 

6. Knowledge of SI and government procurement regulations 
and procedures. 

supervi aarv gontroXs 

The incuitibent will report to the SIL Systems Administrator 
who wUl settlor ities and schedules. When assignments, lohs, 
wno ^'^j^* cause conflicts in resolving, the 

?ncSmben? win ?efe5 them ?o the supervisor for ranking. The 
incuS^Int will irresponsible for implementing current policies. 

'"hft incumbent will be evaluated for results, user 
satlsf«ctionranS avoidance of Bajor disruptions to ongoin. Sir, 

work. 

fioiBEiexiiy: 

Ti-a incumbent will need to coordinate a user base of 
ant,rox(mat2?y 12 S microcomputers with many different peripherals 
^5 oi^JSA?; users needing assistance will range from the 
compu?«r-lophisSicSer?^ users. The incumbent will need to 
?onow general long term schedules while maintaining sufficient 
flexibility to adjust to emergencies. 

Scope a n4 Effect 

The purpose of the work is to insure the smooth, efficient 
functioning of SIL through staff use of microcomputer hardware 
and software. 

Person al Contacts 

The incumbent will meet with SIL staff to discuss problems, 
OIRM stiff to seek advice and aid, and vendors to discuss 
products and solutions. 

£hyglc.^ deTnandfi 

The work is primarily sedentary though travel to GIL 
brancJel and occasional lifting of weights up to 30 pounds may be 
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POSITION DESCRIPTION. 
Librarian (Automation) GS-9 



INTRODUCTION -. 

This po^itioji is located in the. Systems .and Technical Seirvipes 
uivisibn ■ of the .Sinithsoni^n -Institution ■ Libraries • ( SIL) •. It . is 
primarily, responsible.. for .jnicrocomputer support for .all ,SinithsonU>i 
Institution Libraries staff. 



DUTIES ; 

1 Assists SIL staff in solving microcomputer .related 
probieins. Such action might involve advice, troubleshooting, 
diagnosis, and referral.. Visits site.s to inspect . equipment and 
provide- orientation- on aspects of its operation, . maintenance, and 

management. 

2. Installs, configure, and troubleshoots roicroconputer 
software applications for SIL staff. 

3. Prepares macros, menus, and batch files to enable SIL staff 
to more efficiently use microcomputer software. 

4. Assists in the administration of the SIL local area 
network, a Ian of over 70 microcomputers linked together, 

5. Assists in coordination of cabling, wiring, and placement 
of microcomputers. 

6. Provides guidance to SIL staff in microcomputer 
telecommunications problems. 

7. Assists in the evaluation, selection, and procurement of 
microcomputer software and hardware for SIL needs. 

8. Prepares written documentation and training aids concerning 
microcomputer technology. 

knov;le dge.l 

.1. Knowledge or skill in microcomputer technology. 

2. Experience with and mastery of Dbase, Lotus, WordPerfect, 
MS-DOS and other ^.^orocomputer software., 

3. Experience in hardware and f.oftware Instafiatlon and 
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troubleshooting . 

4, Experience with assistiP*? users in microoompucer software 
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and hardware. 

5 Professional Knowledge of theories and principle? of 
library science, as evidenced., by the f.rof es.sional ciasters.-levei 
library decrree or equivalent .experience . 

Supervigorv con trol sjl 

1 The incumbent will .report to the Chief of the SIL Systems 
Office who will set priorities and schedules. When assignments, 
iobs or problems arise that cause conflicts in resolving, the 
incumbent will refer them to the supervisor for ranking. ^ The 
incumbent will, be responsible for implementing current policies. 

2 The incumbent will be evaluated for results, users 
satisfactions, and avoidance of major disruption to ongoing SIL 
work The incumbent's work will be spot-checked occasionally. 



1 Guidelines are standard library practice and procedures, 
standard practice and procedures in system development, the SIL's 
Total system planning documentation, and the vendor's system 
documentation . 

2 These guidelines are usually incomplete and may be 
contradictory. When sujrh is the case, the incumbent uses judgement 
to solve problems, based on understanding of SIL policy, goals of 
the project, etc. 

COMPLEXITY: 

1 The incumbent will need to assist a user base of over 120 
microcomputer users with many different applications and 
peripherals. Users needing assistance will range from the 
computer-sophisticated to new users. 

2i The incumbent will need to follow general long term 
schedules while maintaining sufficient flexibility to adjust to 
emergencies. 

grnPF AND t-FFECT: 

1 The purpose of the work is to install and operate an 
automated system that will encompass every aspect of the SIL. 

2 The widest-possible access to SIRIS ^a .a fundemeQjit? 
priority. Insuring this access by coordinating the dat* 
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tecnnical, and procedural issues, will be. the respotiRihility of this 
position-; 

gQNTACTS;. 

'■■±. The incumbent iuay> at the supervisors dirp-ction, deal with 
SI OIRM and Procurement., staff and with .Vendors, 

PURPOSE O f CONTACTS!. 

1, Most of the types of contacts listed under Personal 

contacts- involve resolving problems. information must be 

exchanged, ideas generated and discussed, and persuasion to the 
SIL-br.nef icial viewpoint furthered. 



yr^v^JCA j. DEMANDS:. 

1) Most of the work is 
trouble-shooting require some 
crouching, and reaching. Boxes 
must be moved • 



sedentary, but maintenance and 
lifting, stooping, kneeling, 
and equipment of up to 4 0 pounds 



TTArTOP WORK ENVIRObTMENTl. 

1) The work is partially in offices, and partially in 
computer rooms with drafts and cold air. 
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DRAFT (6/30/94) 
POSITION DESCRIPTION 
Systems Librarian I (Librarian) GS-12 



f>JTRODUC-nON: 

This position is located in the Systems and Technical Services Division of the Smithsonian Instihiiion 
Libraries It i* primarily responsible for planning and implementing major modules of the SIL portion of the 
Smithsonian Institution Research Infonnation System (SUUS) and for managing all aspects of the SIL Ucal Area 
Network (LAN). 

DUTIES : 

■Die Assistant Systems Librarian will serve as the SIL Security Officer responsible for analyzing all 
computer security issues for all SIL systems, proposing policy and procedures to protect SIL systems and data, The 
incumbent will be responsible for establishing and £»ciliuting all technical aspects of SIL Internet Acc«!W includmg 
such proje^-ts as an SIL Gopher, Mosaic etc. TTie incumbent will be the SIL Lan Manager responsible for all aspects 
of this mission-critical system used regularly by all SIL staff including long-r^ge planning, implemeniation of new 
applications and hardware, testing and evaluation, security, connectivity, review, and continual enhancement. 

The incumbent will provide technical assistance for networked cd-rom systems and investigate ways to 
enhance and improve them. 

The Assistant Systems Librarian will participate in all aspects of systems design, implementation, and 
administration of all SIRIS modules includmg the Online Public .'-.ceas Catalog, Cataloging. Acquisitions, and 
Circulation with special focus on, after initial implemenution, ccjdinatmg ie implementation and a-iministrauon 
of serials control, serials check-in, and the acquisitions modul .-. Tho in^ mbeot will also be responsible for the 
conversion of the existing acquisitions sub-system to SIRIS, Ths ^l-r-flistration of the acquisitions module will 
involve the incumbent in policy and procedure composition as v.-ell a* lystcm technical Issues such as tiansmiuion 
of machine-readable financial data to the SI Accounting Office, Electronic Data Interchange (EDI) with automated 
Dublishcrr. loading of publisher-supplied invoice data, etc. The incumbent wUl rely on professional knowledge of 
library oikanization, purposes, operations, and bibliographic fonnau and standards, a thorough -md detailed 
knowledge of SIRIS' functions, and familiarity with automated library acquisitions issues. TTie mcumbent will be 
6 rcso^ for library staff needing help if they are having problems with SIRIS and will either help ihem directly, 
resolve with the supervisor, or contact additional help. 

The incumbent will serve on various SIL committees and task forces to develop specifications for system 
improvemem and facilitate ongoing library operations to make best use of the system. The Aisutant Systems 
Librarian will be responsible for developing procedures and policies for the implemenution of the MARC holdings 
format and coordinate implementation with other SIL departments such as Cataloging and Acquisitions. 

FATTOR l:KMOWLEDG£ 

1. Full professional knowledge of theories and principles of library science, as evidenced by tiie professional 
masters-level library degree or equivalent. 

2 Thorough knowledge of automated library systems as evidenced by academic qualifications and experience 
implementing or administering modules of a complex, integrated local library system. At least four years work with 
a oomplex, Integrated local library system. Funiliarity with the standard acquisitions procaduns will be necessary. 

J. Professional knowledge of manual and automated serials control procedures and issues or profcsgpoal 
knowlodge of MARC holdings format implemeniadon. 
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4. Knowledge of library acquisitions in an automated envirotunent 



FACXQR^Z; SUPERVISORY CQNXRQU: 

1 . Incumbent will report to the Systems Administrator. The supervisor will set ovwall priontie« and 
schedules and communicate overall library policy. 

2. The incumbent will develop detailed priorities and schedules, will work with the supervisor in proposing 
changes in overall library policy and operations, will modify instructions as necessary to fvlfill overall goa'*. The 
incumbent will work closely with the supervisor to injure coordination of work for the best interests of the noraries. 

3. The incumbent will generally be evaluated only for overall results and adherence to policy; however, the 
incumbcnt*s work will be spot-checked on new or unusual assignments. 



FACTOR 3: GUIDELPjESi 

1) Guidelines art standard library praaice and procedures, standard practice and procedures in system 
development, the SIL^s Total System planning documentation, and the vendor's system documentation. 

2) These guidelines are usually incomplete and may be contradictory. When such is the case, the incumbent 
uses judgement to solve problems, based on understanding of SIL policy, goals of the project, etc. 



FACTOR 4: COMPLEXITY: 

1) The incumbent is responsible for implementaxioo of a library System tha£ has major impact on every 
person and operation of the SIL. In coordination with the Smithsonian*! Office of Information Resource 
Management the incumbent ensures that the appropriate aspects of the project are implemented This includes site 
preparation, staff training, orientation, documentation preparation, and vendor compliance with contract. 

2) The incumbent works with library users, library staff, Smithsonian Office of Information Resources 
Management staff, and vendor staff; each of these categories is made up of individuals whose goals or objectives 
may be ambiguous, and often contradictory. Incumbent mu5t create an orderly and stable system out of these diverse 
materials. 

3) Each installation of a System this comprehensive i5 unique, no matter how many installations exist 
already. The incumbent will have to create new techniques and extend traditional ones, based on previous 
experience. 

4) The incumbent will need to anticipate problems and keep up-to-date with the latest developments in 
technology and networked information access in order to guide SIL Systems activities in this area. 

FACTQJBL .5:_$COPE AND EFFECT: 

1) SIL staff and users rely on and expect solid, secure connectivity to automated tools and information 
sources. The incumbent will be responsible for this. 

2) The purpose of the work Is to install and operate an automated system that will encompass every aspect 
of the SIL» 

3) Tbe Acquisitions module and the knplcmcQUitlon of seriaU control wiU affect atcfa itaffmeniber in %ob» 
wsy every day, and will aflect each lifaray user every time he uses the SIL. Ilic System wflj control data on every 
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one qf the 1 .2 million items owned by the SIL, and will be involved with every process that affeos those items, from 
request, through ordering, through cauloging and through inventory control, 



FACTOR 6: PERSONAL CONTACTS 

1) Contacts are with all libraxy staflf to discuss problems and to provide training; with systems analysts in 
the srs Office of Information Resource Management to plan and coordinate installation and operation of the System; 
with contracts specialists in the SV$ procurement office to supply data to resolve contract disputes, if any; with 
several levels of the System vendor*a staff to coordinaie implementation, operations, and maintenance; and with SIL^s 
clientele to provide orientation sessions and to resolve problems they may have. 

FACTOR 7i PURPOSE OF CONTACTS: 

I) Most of the types of contucis listed under Personal Contacts involve resolving problems. Information 
must be exchanged, ideas generated and discussed, and persuasion to the SIL-beneficial viewpoint fbrxherei 

FACTOR 8: PHY SICAL DEMANDS: 

1) Most of the work is sedentary, but mmntenance and trouble-shooting require some lifting, stooping, 
kneeling, crouching, and reaching. Boxes and equipment of up to 40 pounds must be moved. 

FACTOR 9: WORK ENVIRO>JMENTi 

1) The work is partially in offices, and partially in computer rooms with drafts and cold air. 

SELECTIVE FACTORS 

1) Knowledge of academic/special/research library processes and purposes. 

2) Thorough knowledge of automated library systems. 

3) professional knowledge of both manual and automated library serials control procedures and policies. 
4. Experience with library acquisitions in an automated environment. 

QUALITY RANKING FACTORS 

1. Mastery of microcomputer technology. 

2. Knowledge of US MARC Holdings format and its implementation in local library systems. 
9:\gifrordl2.pd 
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Position Description 



DRAFT 1/16/95 

Position Number: FA904 

Working Title: Director of Systems 

Organization: University of Virginia Library 



The Director of Systems is responsible for overseeing the 
acquisition, installation, and support of automated systems for the 
University Library. This requires knowledge of current computer 
technology and of the developments taking place in the field of 
Information Technology. Within the Library, the Director works with the 
department heads and the Library Administration to determine needs and 
the most effective solutions for those needs. The Systems Office staff 
must be managed in an efficient manner to support Library staff and the 
end-users. The Director functions as a liaison to other University units, 
such as Information Technology and Communications, and to other 
institutions and vendors. The budgetary restraints for hardware and 
software require management of expenditures in those areas. Planning 
for future expansion or changes is essential to ensure that adequate 
capacity will be available and that reliability will be high 



Supervision: 

1 . Reports to Associate University Librarian for Public Services 

2. Supervises: 1 faculty (Systems Librarian for Technical Services) 

3 Programmer/Analysts 
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GENERAL FACULTY 
POSITION DESCRIPTION 
UNIVERSITY OF VIRGINIA 



PART I: ORGANIZATIONAL INFOR,VUTION 



POSITION 
NUMBER 


FA-433 


Working Title 


Assistant Systems Librarian 


Organization 


University of VLrginia Library 


PART II: POSITION INFORMATION 

PERCENT DESCRIBE FULLY AND CLEAKLY THE MOST IMPORTAKT WORK RRffT, TIll>J TlIC NEXT MOfirT IMPORTAST IN A SEPARATE PARAGRAPH, AND SO ON. 
OF TOTAL MAXE TliE DESCRIPTIONS DGRNrTE AND DCTAILED TO CrVB A CLBAR PICTURE OF THE WORK. FT IS PARTICULARLY IMPORTANT THAT THE SUPER- 
WORKING \n?;iON RECFlvm or exercised be CLEAKLY explained, n is also important that such TEHMS AS *CHBC1C». •HANDLE'. •RESPONSIBLE FOR*. 

TIME rViStST- BE EXTLA:NED. UST ant equipment operated or SPBCIAL skill used, estimate working time devoted to each kind OF WORK 
DBSC1UBED. 


100% 


The Assistant Systems Librarian is responsible for supporting the ongoing use of the 
Library's integrated system* with particiilar responsibility in the areas of table and screen 
maintenance, updating, testing, and trouble-shooting as well as dissemination of information 
to the Library staff. Assists as a liaison with the two computing centers responsible for the 
system support and telecommunications network via the UBLAN. Responsible for s>'stem 
documentation control and distribution, security system (including staff awareness), and 
liaison with NOTTS Systems Inc. Provides substantial support for the planning for and 
implementation of new modules or software releases. 

This position will stay aware of new developments in the information processing field and 
how the role of the Library is evolving. Assists in analyzing equipment, staffing, and 
budgetary impacts of new systems. 

The Assistant Systems Librarian assists in developing and carrying out a plan for staff 
training in both general and specific computer-related areas. Works with Library managers 
and staff to develop efficient work processes and information flow. Assists in overall systems 
office responsibilities for micro computer support, support of CD-ROM systems, etc. 

Supervision: 



1. Reports to Systems Planning Librarian 
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